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How to Use This Book 


Who This Book Is For 


This book is for the reader who has never used this particular technology or 
software application. It is also for readers who want to expand their 
knowledge. 


The Conventions in This Book 


Ø Steps 


This book uses a step-by-step format to guide you easily through each task. 
Numbered steps are actions you must do; bulleted steps clarify a point, step, 
or optional feature; and indented steps give you the result. 


© Notes 


Notes give additional information — special conditions that may occur 
during an operation, a situation that you want to avoid, or a cross reference 
to a related area of the book. 


© Icons and Buttons 


Icons and buttons show you exactly what you need to click to perform a 
step. 


O Tips 
Tips offer additional information, including warnings and shortcuts. 


© Bold 


Bold type shows command names, options, and text or numbers you must 
type. 


Q Italics 


Italic type introduces and defines a new term. 
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CHAPTER 1 
Getting Familiar with Word 
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Are you ready to get started in Word? In this chapter, you become familiar with the Word 
working environment, including the Word Start screen and Backstage view, and you learn 
basic ways to navigate and to enter text using both the keyboard and the mouse. You also 
learn some basics for using Word on a tablet PC. 


Open Word 
Explore the Word Window 
Work with Backstage View 


Change the Color Scheme 
Find a Ribbon Command 


Select Commands 

Using Word on a Tablet PC 

Work with the Mini Toolbar and Context Menus 
Enter Text 


Move Around in a Document 


Open Word 


Office 2016 runs on a 1 gigahertz (GHz) or faster x86- or x64-bit processor with 1 or 2 
gigabytes (GB) of RAM, based on your processor speed, and your system must be running 
Windows 7, Windows 8, Windows 10, Windows Server 2008 R2, or Windows Server 
2012. 


This section demonstrates how to open Word from Windows 10. After Word opens, the 
Word Start screen appears, helping you to find a document on which you recently worked 
or starting a new document. For other ways to open or start a new document, see 


1131 PM 
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© Click in the search box. 
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© The Search menu appears. 


Note: The Search menu displays popular news items from Bing, Microsoft’s search 
engine. You can use the buttons on the left side of the Search menu to, for example, 
establish search settings for Cortana, the Windows Search assistant. 
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(2) Start typing the name of the program; for this example, type word. 


O A list of choices appears that match the letters you typed. 


© Click the choice matching the program you want to open. 
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The program opens and displays its Start screen, which helps you open new or existing 
documents; see Chapter 2 for other ways to open documents. 


© You can use this panel to open an existing document. 
Q You can click a thumbnail in this area to start a new document. 


© This area indicates whether you have signed in to your Office 365 subscription, which 
enables you to work on your documents from anywhere. 


Note: See Chapter 13 for details about signing in to Office 365. 


© To exit from the program, you can click the Close button (x). 





Can I create a shortcut to open an Office application? 


Word 2016 


Desktop aPP | Run as administrator 


Apps 
= Open file location 
WordPad 
Pin to Start 
Folders 
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You can, but pinning the program to the Windows taskbar or Start menu is easier. Follow 
Steps 1 and 2 in this section. Then, right-click the program name in the list. From the 
menu that appears, click Pin to taskbar or Pin to Start. Windows 10 pins the program 
to the Windows taskbar or the Start menu. To open the program, click the program’s 
button on the taskbar or Start menu. Programs pinned to the Start menu appear on the 
right side of the menu as tiles. 





Explore the Word Window 


All Office programs share a common appearance and many features, and Word is no 
different. These features include a Ribbon and a Quick Access Toolbar (QAT). The 
Ribbon contains most commands available in Word, and the QAT contains frequently used 
commands. 











WASHINGTON'S INAUGURAL ADDRESS OF 1789 
ARIN. 1789 
Fellow Cittrers of ihe Senate and the House of Represenialives 


Among the vicientedes incident to hfe, no event could have filled me with greater anxieties than 
that of whoch the notification was transmitted by your order, and recerved on the fourteenth day 
of the present month On the one hand, I was summoned by my Country, whose voice I can 
never hear bat with veneration and love, from a retreat which I had chosen with the fondest 
predilection, and, ss my flattenng hopes, with an immutable decimon, as the arylum of my 
declining years aretreat which was rendered every day more necessary as well as more dear to 
me, by the addition of habit to inchnation, and of frequent mterruptioas in my health to the 
gradual waste committed oe it by time On the other hand, the magnitude and difficulty of the 
trust to whach the vesce of my Country called me, bang sufficient to awakes in the wisest and 
most expeneaced of her catizens, a distrastful scrunny into bes quabficaticns, could net but 
overwhele with dispondeace, cor, who, mhentag mnfence cadowssents from nature and 
utgrachsed in the duties of crv administration, cught tobe peculiarly conscreus of his own 
deficiencres. In this conflict of emotions, all I dare aver, is, that it has been my fathful stedy to 
collect my duty from a just appreciation of eve ry circumstance, by which it mght be aff: d 
AN I dace bope, iż, that, if m executing thes task Ihave been too moch swayed by a grat 
remembrance of feemer instances, or by an affectionate senstedity to this transcendent pi 
the confidence of my feow-cituzens, and have thence too little consulted my incapacsty as Well 





















© Quick Access Toolbar (QAT) 


Contains buttons that perform common actions. To customize the QAT, see Chapter 11. 
© Ribbon 


Contains buttons organized in tabs, groups, and commands. 
Q Dialog Box Launcher 


Appears in the lower right corner of many groups on the Ribbon. Clicking this button (« 
) opens a dialog box or task pane that provides more options. 


© Document Area 


The area where you type. The flashing vertical bar, called the insertion point, represents 
the location where text will appear when you type. 


Q Status Bar 


Displays document information and the location of the insertion point. From left to 
right, this bar contains the number of the page on which the insertion point currently 
appears, the total number of pages and words in the document, and the Proofing Errors 
button (@). 


@ View Shortcuts 


Contains buttons to switch to a different view of your document. 


© Zoom Controls 


Changes the magnification of a document. 


© Office 365 Indicator 


If your name appears, you are signed in to your Office 365 subscription. You can click ~ 
to display a menu that enables you to manage your Microsoft account settings. If you 
are not signed in, this area shows a Sign In link. See Chapter 13 for details about 
signing in to Office 365. 


Q Program Window Controls 


These buttons enable you to control the appearance of the program window. You can 
minimize the Ribbon, and you can minimize, maximize, restore, or close the program 
window. 


© Title Bar 


Shows the document and program titles. 





Work with Backstage View 


You can click the File tab to display Backstage view. Backstage is the place to go when 
you need to manage documents or change program behavior. In Backstage view, you find 
a list of actions that you can use to open, save, print, remove sensitive information, and 
distribute documents as well as set Word program behavior options. You can also use 
Backstage to manage the places on your computer hard drive, in your network, or in your 
OneDrive space that you use to store documents. 


Work with Backstage View 
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© Click the File tab to display Backstage view. 
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A] Commonly used file and program management commands appear here. 
O Buttons representing places you commonly use to open documents appear here. 


© Information related to the button you click appears here. Each time you click a button 
in the Open column, the information shown to the right changes. 


Note: The New, Close, and Options commands behave differently; when you click any of 
them, Word takes the action you chose. For example, clicking Close closes the current 
document. 


& Click the Back button (@) to redisplay the open document. 


Change the Color Scheme 


You can use Office themes and background patterns to change the appearance of the 
program screen. Themes control the color scheme the program uses, and background 
patterns can add interest to the screen while you work. Color schemes can improve your 
ability to clearly see the screen, but be aware that background patterns might be 
distracting. 


Office themes are available even if you are not signed in to Office 365, but to use 
background patterns, you must sign in to Office 365. For details on how to sign in and out 
of Office 365, see Chapter 13. 


Change the Color Scheme 
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Note: Make sure you are signed in to Office 365. See Chapter 13 for details. 


© Click File to open Backstage view. 
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© Click Account. 
© Click the Office Theme ~. 


4) Click an Office theme. 
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The colors of your program change. 


Note: Some theme changes are more subtle than others. 


B Click the Office Background ~. 


Q Point the mouse (È) at a choice in the menu to highlight that choice. 


Oa background pattern appears at the top of the window. The pattern remains as you 
work on documents. 


7) Click the pattern you want to use or click No Background. 


© Click the Back button (@) to return to your document. 
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The Office theme and background you selected appear. 


O The background appears in the title bar and the tabs of the Ribbon. 


What happens if I select an Office background and then sign out of 
Office 365? 


The background no longer appears in the program, but will reappear when you next sign 
in to Office 365. Similarly, theme changes you make while signed in to Office 365 might 
disappear when you sign out of Office 365. With themes, however, you do not need to be 
signed in to Office 365 to make a selection. Just complete Steps 1 to 4. 





Find a Ribbon Command 


When you need to take an action that you do not take on a regular basis, you can use Word 
2016’s new feature, the Tell Me What You Want To Do feature. The Tell Me What You 
Want To Do search feature helps you find commands on the Ribbon. 


You can still use the Ribbon directly, as described in the next section, “Select Commands.” 
The Tell Me What You Want To Do search feature is most useful when you are not sure 
where on the Ribbon to find the command you need. 


Find a Ribbon Command 
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WASHINGTON'S INAUGURAL ADDRESS OF 1789 


Apri 30, 1769 
Fetow Chuens of the Senate and the House of Representatives 


Among the viasatudes madeni to lsfe, no event coud have filled me woth greater amacties than 
that of which the notification was tansnitted by your order, and received on the fourtecsth day 
of the present month On the one hand, | was summoned by my Country, whose voice I can 
never hear tut wath veneration and love, froma retreat whech | had chosen with the fondest 
prodklection, and, in my Mattenng hopes, with an immutable deciacn, as the asylum of my 
Gecliceng yours a retreat wtuch was rendered every day more necessary as well as more dear to 
me, by the addition of habit to inclination, and of frequent interruptions in my health to the 
Geta) wane committed on it by time On the other hand, the magnitude and diffiadty of the 
trast to which the voice of my Country called me, bang suffiaent to awaken in the wisest and 
most experienced of her dizens, a distrutfad scrutiny into his qualifications, could not but 
overwhelm with dipondence. one, who, inheriting infenor endvaments from nature and 
Wmeraciized in the dites of avil admeregration, ought to be peculiarly conscious of his own 
defiaenaes. In this conflict of emotions, all I dare aver, is, that st has been my futhfl dudy to 
collect my duty froma jux appreciation of eve cy Grounsance, by which it might be affected 
All I dire hope, ss, Ghat, ifin executing this task I have been too much swayed by a grateful 
renembrance of former indancet, of by an affectionate smnbulity to tes transcendent proof, of 
the confidence of my feliow-atizens, and have thence too little consulted my incapeaty as well 
as Gancisation for the waghty and untried cares before me, ary error wall be palliated by the 
motives Winch maded me, and its consequences be judged by my Courtry, with some dure of 
the partalsty in weech they onginated 


Such shaw ten impresaons under weech | have, in obedience to the public summons, repasred to 
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© Open a document. 
Note: See Chapter 2 for details on opening documents. 


2) Click here. 


s George Washington's Fiest Inaugural Address doce » Word (Frisi) 


Mone imien Bengn Lyo References Mæling Review View Q 
Times NewRo*|18 -|A a Mae 4 ij 


Pane ge W: uena A- Z-A sH zaa 


lenve è comment 
Change how table loots 
maene 5 Fort g Paragraph edit header 

print 


share my document 


WASHINGTON'S INAUGURAL ADDRESS OF 1789 


Apnt 30, 1789 
Fellow Chuens of the Senate and the House of Representatives 


Among the viasatudes madeni to Isfe, no event coud have filled me with greater amacties than 
that of which the notification was transnitted by your order, aed received on the fourteenth day 
of the present month On the one hand, | was summoned by my Country, whose voice I can 
never hear tut with veneration and love, froma retreat weech | had chosen with the fondest 
prodlection, and, inmy Battering hopes, with an immutable deciacn, as the asylum of my 
Geodiceng yours a retreat wiuch was rendered every day more necessary as weil as more dear to 
me, by the addition of habit to inclination, and of frequent interruptions in my health to the 
gtml wae committed on it by time On the other hand, the magnitude and difficulty of the 
trast to whach the voice of my Country called me, bang suffiaent to awaken in the wisest and 
mod expenenced of her citizens, a ditrastfd scrutiny into his qualifications, could not but 
overwhelm with dipondence, one, who, inheriting infenor endvaments from nature and 
Ymeractived inthe duties of avil admeretration, ought to be peculiarly consaour of his own 
defiaenaes. In this conflict of enotions, all | dare aver, ts, that it has been my faithful dudy to 
collect my dy froma jus appreciation of eve cy aroumnstance, by which it might be affected. 
All I dare hope, ts, Ghat, ifin executing this task I have been too much swayed by a grateful 
fernembeance of former indances, or by an affectionate smmbulity to tes transcendent proof, of 
the confidence of my fellow-ctizens, and have thence too little consulted my incapeaty as well 
as Gandisaticn for the waghty and untried cares before me, my error wall be palliated by the 
motives winch meded me, and its consequences be judged by my Country, with some dure of 
the partealsty in weech they onginated 


Such being the impresacns woch | have, in obedience to the public summons, repaired 
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WASHINGTON'S INAUGURAL ADDRESS OF 1789 


Apri 30, 1789 
Fellow Cruens of the Senate and the House of Representatives: 


Among the viasatudes madeni to Ife, no event coubd have filled me wih greater amacties than 
that of which the notification was tansnitted by your order, aed received on the fourtecesh day 
of the present month On the one hand, | was summoned by my Country, whose voice | can 
never hear tut with veneration and love, froma retreat wach | had chosen with the fondest 
prodlection, and, ia my Mattenng hopes, with an immutable decimon, as the asylum of my 
dedizeng years à retreat which was rendered every day more necessary as well as more dear to 
me, by the addition of habit to inclination, and of frequent interruptions in my health to the 
Geese ware committed on it by time On the other hand, the magnitude and difficulty of the 
trast to winch the voice of my Country called me, bang eufficert to awaken in the wisest and 
most expentenced of her citizens, a disrastfid scrutiny into his qualifications, could not but 
overwhelm with diondence, one, who, inheriting infenor endvaments from nature and 
Ymeractined in the duties of avil admeretration, ought to be peculiarly conscious of his own 
déefiaenaes. In this conflict of notions, all | dare aver, ts, that st has been my futhfal dudy to 
collect my daty froma jus appreciation of eve cy aroumstance, by whch it might be affected 
All I dure hope, ts, that, ifin executing this task I have been too much swayed by a grateful 
fernembeance of former indances, or by an affectionate smbulity to tes transcendent proof, of 
the confidence ofmy fellow-atizens, and have thence too little consulted my incapeaty as well 
as Gancisaticn for the weighty and untried cares before me, my error wall be palliated by the 
tmouves winch meded me, and its consequences be judged by my Country, with some dure of 
the partealsty in weech they onginated 


Such being the impresaons under wech | have, in obedience to the public summons, repaired to 
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© Type a brief description of the action you want to take. 


O The program lists possible commands you can use to complete your task. 


4) Click a command to use it. 


Cit you click a command that displays this arrow (+), additional options appear. 
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C WASHINGTON'S INAUGURAL ADDRESS OF 1789 |] 


Apré 90, 1709 
Fetow Chuens of the Senate and the Mouse of Representatives: 


Among the victeatudes incident to life, no event could have filled me with greater arcacties than 
thal of which the notification was tranamilted by your order, aad received on the fourteenth day 
of the preset month On the one hand, | was summoned by my Country, whose voice | can 
never hear bat with veneration and love, froma retreat weech | had chosen with the fondes 
prodlection, and, in my Mattering hopes, with an immatable decinon, as the asylum of my 
declizeng years a retreat which was rendered every day more necessary as well as more dear to 
me, by the addition of habit to enclenation, and of frequent interruptions in my health to the 
gadal waste committed on it by time On the other hand, the magnitude and diffiadty of the 
trast to which the voice of my Country called me, being suffice to awaken in the wisest and 
mom expenenced of her citizens, a ditradfia scrutiny isto his qualifications, could not but 
overwhelm with dimondence, one, who, inheriting inferior exSvaments from nature and 
womi in the duties of civil admiri stration, ought to be peculiarly conscious of his own 
deficiencies. In this conflict of notions, all I dare aver, is, that it has Seen my faith tudy to 
collect my daty Goma jus appreciation of eve cr crownsance, by whack it might be affected 
All I dare hope, is, that, ifin executing this task I have been too much swayed by a grateful 
remembrance of former mainces, or by an affectionate smabelity to thas transcendent proof, of 
the confidence of my fellow-ctizens, and have thence too little conadted my incapacity as well 
at Gandinastion for the waghty and untried cares before me, ary error wall be palliated by the 
motives which maded me, and its consequences be judged by my Country, with some Sare of 
the pactealsty in weach they onginated 


Such beng the impresaens uader wicch | have, in obeckence to the public summons, repaared to 
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O The program performs the action you selected; in this example, Word places a border 
around the first paragraph of the document. 


Will I need to type a description of the action I want to take if it is the 
same action I have previously taken? 


No. The Tell Me What You Want To Do search box remembers your previous searches 
and displays them on the menu that appears when you perform Step 2. 


If I no longer want my previous searches to appear, can I clear them 
from the list? 


No. The Tell Me What You Want To Do feature retains your searches in the Recently 
Used section of the menu that appears when you click in the search box. 





Select Commands 


You can keep your hands on your keyboard and select commands from the Ribbon or the 
Quick Access Toolbar (QAT), or you can use the mouse. 


The Ribbon contains buttons organized in tabs, groups, and commands. Tabs appear 
across the top of the Ribbon and contain groups of related commands. Groups organize 
related commands; the group name appears below the group. Commands appear within 
each group. The QAT appears above the Ribbon and by default contains the Save, Undo, 
and Redo commands. To customize the Ribbon or the QAT, see Chapter 11. 


Select Commands 


Making Braes View Q 
HO F 0 Bac 
‘er S55 fh Taben abea AaBbC |AaBbi- & i 

ob Replace 


tending t 


WASHINGTON'S INAUGURAL ADDRESS OF > 1) 


Apri 30, 1769 
Fellow Otrens of the Senate and the House of Representatives 


Among the viasatudes incident to life, no event could have filled me with greater amceties than 
that of which the notification was transmitted by your order, and received on the fourteenth dey 
Of the preteri month On the one hand, | was summoned by my Country, whose voice I can 
never hear but wath veneration and love, froma retreat woch | had chosen with the fonder 
predilection, and, in my flattering hopes, with an immutable deciaion, as the asylum of my 
declizeng years a retreat which was rendered every day more necessary as well as more dear to 
toe, by the addition of habit te enclination, and of frequent imerruptions in my health to the 
greta waste committed on it by time On the other hand, the mageitude and diffiaity of the 
trust to which the voice of my Country called me, bang aficion to awaken in the wise and 
mok expenenced of her auzens, a Garenta scrutiny into his qualifications, could not but 
overwhelm with dupendence one, who, inheriting inferior exdowments from nature and 
unoractiaed in the @utses of avil adrrerearaton, ought to be peculiarly commous of his own 
&Gamaes In this conflict of notions, all | dare aver, is, that it bas been my futhfd sudy to 
collect my duty from 4 just apprecation of eve gy arcumsance, by which it might be affected 
All I dare hope, is, that, ifin executing tus tack I have been too much swayed by a grateful 
remembrance of formes instances, or by an affectionate smabélity to tes transcendent proof, of 
the confidence of my fellow-atitens, and have thence boo little consulted my incapanty as well 
as danclimation for the weighty and untried cares before me, my error wall be palliated by the 
motives which meted me, and its consequences be judged by my Country, with some tare of 
the partiality in whech they ongnated 


Such bang the impressions under whoch I have, in obechence to the public summons, repaared to 
the presi satzon, it would be peculiarly improper to omat in this first offical Act, my fervent 











Select Commands with the Keyboard 


© If appropriate for the command you intend to use, place the insertion point in the 
proper word or paragraph. 


2) Press H7 on the keyboard. 
© Shortcut letters and numbers appear on the Ribbon. 


Note: The numbers control commands on the Quick Access Toolbar. 


3) Press a letter to select a tab on the Ribbon. 


This example uses Ø. 


George Washingtons First Inaugural Address. docx - Word (Trat) 
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WASHINGTON'S INAUGURAL ADDRESS OF 1789 


Apri 30, 1789 
Fellow Otrens of the Senate and the House of Repre sentative s 


Among the wiasatudes incident to life, no event could have filled me with grester arodeties than 
that of which the notification was transmitted by your order, and received on the fourteenth day 
of the pretest month On the ene hand, | was summoned by my Country, whose voice Ian 
never hear but wath veneration and love, froma retreat weech | had chosen with the fondest 
predilection, and, in my flattering hopes, with an immutable decision, as the asylum of my 
dediseng years a retreat which was rendered every day more necessary as well as more dear to 
tee, by the addition of habit to inclination, amd of frequent imterruptions in my health to the 
gaini waste committed on it by time On the other hand, the magritude and diffiadty of the 
trust to which the voice of my Country called me, being sufficient to awaken in the wisest and 
Mom expenmced of her Gtzens, a Gararha scrutiny into his qualifications, could not but 
overwhelm with dimendence, one, who, inheriting inferior exdewments from nature and 
Uneractized in the Gases of avil adrreriaration, ought to be peculiarly comacous of his own 
éefamaes In thus conflict of notions, all | dare aver, is, that it has been my fathfd study to 
collect my Aty from a jun appreciation of eve cy arcumnsance, by which it might be affected 
All I dare hope, is, that, ifin exeouting this task I have been too much swayed by a grateful 
remembrance of former indances, or by an affectionate smabélity to thes transcendent proof, of 
the confidence of my fellowatizens, and have thence too little consulted my incapacty as well 
as danclination for the weighty and untried cares before me, my error wall be palliated by the 
motives which mised me, and its consequences be judged by my Country, with some dare of 
the partaalsty in whech they ongnated 
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Word displays the appropriate tab and letters for each command on that tab. 


4) Press a letter or letters to select a command. 


If appropriate, Word displays options for the command you selected. Press a letter or 
use the arrow keys on the keyboard to select an option. 


Word performs the command you selected, applying the option you chose. 
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WASHINGTON'S INAUGURAL ADDRESS OF 1789 


Apré30, 1709 


, Bo event could have filled me with greater arcacties than 
tat of which the notification was tranmmatiod by your order, and recaved on the fourteenth day 
of the present month On the one hand, | was summoned by my Country, whose vaite | can 
never hear but with veneration and love, froma retreat which I had chosen with the fondest 
predilection, and, in my flattering hopes, weth an immutable deagon, as the asytum of my 
dadining years a retreat which was rendered every day more mecesmry as well as more dear to 
me, by the edattion of habit to inclination, and of frequent interruptions in my health to the 
greta wate committed on it by ime On the other hand, the magretude and difficulty of the 
trast to whach the voice of my Country called me, bang ssffiarnt to awaken in the wiss and 
mot experienced of ber dizens, a didrusful scrutiny into tes qualifications, could not but 
orerwhelm with Gapceieoce, one, who, imbeniting inferior endowments from nature and 
moaca in the duties of avil administration, ough to be peculiarly consciems of Bet own 
eehamacs in thes conflact of enetons, all I dare aver, is, that it has been my Auihfid wady to 
collect my Gay froma jos appreciation of eve ry Groummtance, by whuch it might be affected 
All I dire hope, is, that, ifin executing thes tack I have been 100 mech swayed by a grateful 
remembrance of fermer instances, of by an affectionate sensibility to thas transcendent proof, of 
the confidence of my fellow-ctizens, and have thence too lsttle commuted my incapacty as well 
as Gaoclination for the weighty and wtned cares before me, my eror wall be palliated by the 
snotives weech muded me, and its consequences be pudged by my Country, with some share of 
the partiality in wtach they onginated 


eatin po rs ender which | have, in obedence vapen sumenons, oh a 





Select Commands with the Mouse 

1 Click in the text or paragraph you want to modify. 

Note: If appropriate, select the text; see Chapter 3 for details. 
2) Click the tab containing the command you want to use. 
© Point to the command you want to use. 


O word displays a ScreenTip describing the function of the button at which the mouse (È 
) points. 


4) Click the command. 
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WASHINGTON'S INAUGURAL ADDRESS OF 1789 


Apri 30, 1789 
fellow Citirens of the Senete and the House of Representative <Q 
Among the vicsatudes madeni to life, no event could hare filled me Hh greater amacties than 


at of which the notification was tansnitted by your order, and received on the foutecsth day 
of the present month On the one hand, | was summoned by my Country, whose voice I can 
never hear Dut with veneration and love, froma retreat wtach | had chosen with the fondex 
predilection, and, in my Mathenng hopes, with an immutable deamon, as the asylum of my 
Geciceng yoart à retreat wtuch was rendered every day more necessary as well as more dear lo 
me, by the addition of habit to indination, and of frequent interruptions in my health to the 
esa) wane commmtiod on it by time On the other hand, the magnitude and diffiadty of the 
trast to whach the voice of my Country called me, bang suffice to awaken in the wires and 
most experienced of her atizens, a distrutfad scrutiony into his qualifications, could not but 
overwhelm with dipondence. one, who, inheriting infenor endoaments from nature and 
tmprettiized in the dites of avil admeretration, ought to be peculiarly conacur of his own 
defiaences. In this comflect of emotions, all | dare aver, ts, that st has been my faithfl dudy to 
collect my duty froma jus appreciation of eve cy arounstance, by which it might be affected 
All I dure hope, ss, Ghat, ifin executing this task | have been too much swayed by a grateful 
renembrance of former indances, or by an affectionate smmbulity to tas transcendent proof, of 
the confidence of my feliow-atizens, and have thence too little conadied my incapeaty as well 
as Ganciaatica for the waghty and untried cares before me, ay error wall be palliated by the 
mouves Winch meded me, and its consequences be judged by my Country, with some dure of 
the partalsty in weech they onginated 





Such being the impressions under whech | have. in obedience to the public summons, reparet to 
the preset gaion, st would be seculiarly imeroper to omst in this first offical Act nyy fervent 











O word performs the command you selected. 


Note: If you selected text, click anywhere outside the text to continue working. 





Can I toggle between the document and the Ribbon using the keyboard? 


Yes. Each time you press EJ, Word changes the focus of the program, switching between 
the document, the status bar, and the Ribbon, in that order. 


What do the small down arrows below or beside buttons mean? 


The small arrow (~+) on a button means several choices are available. Click the button 
directly to apply a default choice. Click ~ to view additional options. As you move the 


mouse (Ù) over the two parts of the button, Word highlights one or the other to alert you 
that you have more choices. 


Using Word on a Tablet PC 


Using Word 2016 on a tablet offers a different experience than using the program on a 
computer with a keyboard and mouse. This section shows you how to open Word on a 
touch device and how to switch between Touch and Mouse modes. 


Enhancements for tablets are limited primarily to enlarging buttons on the status bar, the 
Quick Access Toolbar, and the Ribbon to make selecting commands easier. For a friendlier 
touch experience, consider using the universal Word app for various mobile devices, 
which, although not as powerful as Word 2016, were written specifically for touch 
devices. You can share documents across platforms. 





© Tap the Windows Start button (8). 
© The Windows 10 Start menu appears. 
Q Program tiles appear on the right side. 


O If the program you want to open appears in the Most Used list, you can tap it to open 
p p 
it. Or you can scroll through the program tiles on the right to find and tap the program 
you want to open. 


2] Tap All apps. 





O an alphabetical list of programs installed on your computer appears. 


© Scroll through the list and tap Word 2016 to open Word to the Word Start screen. 
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Using Touch/Mouse Mode 
© Tap the Customize Quick Access Toolbar =. 


© Tap Touch/Mouse Mode. 
G Word adds the Touch/Mouse Mode button to the Quick Access Toolbar. 


Note: By default, each Office program displays the screen in Mouse mode. 


Q In Mouse mode, buttons on the Quick Access Toolbar and the Ribbon are smaller. 


© Tap Touch/Mouse Mode. 








Oa drop-down menu appears. 
0 Tap Touch. 


© The program enlarges the size of buttons on the Quick Access Toolbar and the Ribbon, 
grouping Ribbon buttons as needed. 


© The status bar, view buttons, and zoom slider also appear larger. 





Are there any other features in Word 2016 that make the program easier 
to use on touch devices? 


o much obliged to the honorable gen- 
uccess, In this particular of salaries to 
a persuasionthatit is right, andfrom 
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ontrary, great advantages. 
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iew of the same object, they have, in 
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Yes, Word’s Read Mode contains buttons on the left and right sides of the screen (© and 
) (@) that you can tap to change pages. See Chapter 4 for details. For a more touch- 


friendly experience, consider using the universal app Word, available in the Microsoft 
Store, on an iPad or Android device. 





Work with the Mini Toolbar and Context Menus 


Most of the formatting commands appear on the Home tab in Word, but you have 
alternatives to format text. Without switching to the Home tab, you can format text using 
the Mini Toolbar, which contains a combination of commands available primarily in the 
Font and the Paragraph groups on the Home tab. 


You also can use the context menu to format text without switching to the Home tab or the 
Review tab. The context menu contains the Mini Toolbar and a combination of commands 
available primarily in the Font group and the Paragraph group on the Home tab and on the 
Review tab. 


Work with the Mini Toolbar and Context Menus 


The “Give Me Liberty or Give Me Death” Speech 


By Patrick Henry, delivered on March 23. 1775, before the S 4 
Convention of Virginia in the old church in Richmnend. 


NO man thinks more highly than | do of the patriotism, as wel} 

worthy gentlemen who have just addressed the House. But di 

same sabject in different lights: and therefore, I hope it will not ought Gsrespecttul to 
those gentlemen, If entertaining as | do opinions of a character very opposite to theirs. ! 
shall speak forth my sentiments freely and without reserve. This is no time for ceremony. 


The question before the House is one of awful moment to this country, Fer my own part. | 
consider it as nothing less than a question of freedom or davery, and in proportion to the 
magiitude of the subject ought to be the freedoen of the debate. It is only in this way that 
we can hope to arrive at ruth. and fulfil the great responsibility which we held to God and 
cur country, Should I keep back my opinions at such atime, through fear of giving offence, I 
should consider myself as guilty of treason toward my country, and of an act of disloyalty 
toward the Majesty of Heaven. which I revere above all earthly kings 


Nr. President. itis natural to man te indulge in the illusions of hope. We are apt to shut cur 
eyes against a painful truth, and listen to the song of that siren. till she transforms us inte 
beasts. [s this the part of wise men. engagedin a great and ardaous erugge fer liberty? Are 
we disposed to be of the number of those, who, having eyes, see not. and having ears, hear 
not the things which so nearly concern theirtemporal salvation? For my part. whatever 
anguish of spirit it may cost, | am willing to know the whole truth: te know the worst. and 
to previde for it 





Work with the Mini Toolbar 


1) Select text. 


© The Mini Toolbar appears. 


Note: If you slowly slide the mouse (|) away from the selected text, the Mini Toolbar 
becomes transparent and then disappears. 


& Click any command or button to perform the actions associated with the command or 
button. 


2016-Give Me Liberty or Gove Me Death speech.doce - Weed (Trial 
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NO men thinks more ee cio as well as abilities, of the very 
worthy gentlemen who have just addressed the House. But different men often see the 
sane subject in different tights: and therefore, | hope it will not be thought disrespectful to 
those gentlemen, If, entertaining as | do opinions of a character very opposite to theirs, | 
shall speak forth my sentiments freely and without reserve. This is no time for ceremony. 


The question before the House te one of awful moment to this country, Per my own part, | 
consider it as nothing less than a question of freedom or davery; andin proportion to the 
magiitude of the subject ought to be the freedom of the debate. It is only in this way that 
‘we can hope to arrive at truth. and fulfil the great responsibility which we held to God and 
cur country. Should I keep back my opinions at such atime, through fear of giving offense, I 
should consider myself as guilty of treason toward my country, and of an act of disloyalty 
toward the Majesty of Heaven, which I revere above all earthly kings 


Mr. President, itis natural to man to indulge in the illusions of hope. We are apt to shut our 
eyes against a painful truth, and listen to the song of that siren, till she transforms us inte 
beasts. [s this the part of wise men. engaged in a great and ard@aous sruggje fer liberty? Are 
we disposed to be of the number of those, who. having eyes, see not. and having ears, bear 
hot. the things which so nearly concern theirtemporal salvation? Fer my part. whatever 
anguish of spirit it may cost, | am willing to know the whole truth: te know the worst. and 
to previde for it 





O word performs the action on the selected text, leaving the Mini Toolbar visible so that 
you can use it again if you want. 
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The “Give Me Liberty or Gi: 


NO man thinks more Tlaky than | de of the peiction, as well as abilities. of the very 
worthy gentlemen who have just addressed the House. But diferent men often see the 
sane sabject in different lights: and. therefore, | hope it will not be theught Gsrespectful to 
those gentiomen, if, entertaining as! do opinions of a character very opposite to theirs, | 
shall speak forth my sentiments freely and without reserve. This is no time for ceremony. 


The question before the House is one of awful moment to this country, Por my own part. | 
consider it as nothing less than a question of freedom or slavery: andin proportion to the 
magnitude ef the subject ought to be the freedom of the debate, It is only in this way that 
we can hope to arrive at truth, and fulfil the great responsibility which we held te Ged and 
our country, Should | keep back my opinions at such a time, through fear of giving offence, | 
should consider myself as guilty of treason toward my country, and of an act of disloyalty 
toward the Majesty of Heaven, which I revere abore all earthly kings. 


Nr. President, it is natural to man to indulge in the illusions of hope. We are apt to shut our 
eyes against a painful truth, and listen to the song of that siren, till she transforms us into 
beasts. [s this the part of wise men. engaged in a great and ardaous struggle for liberty? Are 
we disposed to be of the number ef those. who. having eyes, see net. and having ears. hear 
not the things which so nearly concern theirtemporal salvation? Per my part. whatever 
anguish of spirit it may cost. | am willing to know the whole truth; to know the worst. and 
to provide for it. 





Work with Context Menus 


4] Select text. 
© The Mini Toolbar appears. 
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beasts. [s this the part of wise men. engagedin a great and ardaous struggle for liberty? Are 
we disposed to be of the number ef those. who. having eyes, see not, and having ears. hear 
not the things which so nearly concern theirtemporal salvation? Per my part. whatever 
anguish of spirit it may cost. | am willing to know the whole truth; to know the worst. and 
to provide for it. 





O Right-click the selected text. 


O The context menu appears along with the Mini Toolbar. 


Note: You can right-click anywhere, not just on selected text, to display the Mini Toolbar 
and the context menu. 


© Click any command or button to perform the actions associated with the command or 
button. 


Can I turn off the Mini Toolbar? 


Yes; this feature is controlled in the Word Options dialog box. To turn the feature off or 
on, click File and then click Options. The Word Options dialog box appears. On the 





General tab, deselect Show Mini Toolbar on selection ( 
close the dialog box. 


v 











changes to O). Click OK to 








Enter Text 


Word makes typing easy. First, by default, when you start typing, any existing text moves 
over to accommodate the new text. Further, you do not need to press E to start a new 
line. Word uses the margins you set, the font you use, and the font’s size to determine 
when to automatically start a new line for you. See Chapter 7 for details on setting 
margins and Chapter 5 to learn more about choosing a font and setting its size. 


To add more than one space between words, use E3 rather than E553. See Chapter 6 for 
details on setting tabs. 


Enter Text 


September 3, 2016 


Jane Smith 


Memora! Sprinklers, LUC 
4816 Memorial Hwy., Sute 200 
Phoenix, AZ #$000 


Dear Ms. Smith 


Thank youtor selecting Marmel Enterprises, LLC to assist youin using some of your Office products 
specfically Word 2016 and Excel 2016. 


As weagreed,| 





Type Text 


© Type the text that you want to appear in your document. 
O The text appears to the left of the insertion point as you type. 


O As the insertion point reaches the end of the line, Word automatically starts a new one. 


Press (=) only to start a new paragraph. 


asb Aabe AaBbC Aa 
TNo Spe Mead 


September 3, 2016 


Jane Smith 

Memora! Sprinklers, LUC 

4616 Memorial Hwy., Sute 200 
Phoenix, A295000 


Dear Ms. Smith 


Thank youtor selecting Marmel Enterprises, LLC to assist youin using some of your Office products, 
specfically Word 2016 and Excel 2036. 


AS we agreed, training casses will be held as follows: 


Cassi October, 
Class 2 | 





Separate Information 
© Type a word or phrase. 
© Press E3. 


To align text properly, you can press © to include more than one space between words. 


Several spaces appear between the last letter you typed and the insertion point. 


© Type another word or phrase. 


2016-Enter Text. docs - Word (Triat) 
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September 3, 2016 


Jane Smith 

Memoria! Sprinklers, UC 

4816 Memorial Hwy., Sute 200 
Phoenix, AZ 85000 


Dear Ms. Smith: 


Thank youfor selecting Marmel Enterprises, LLC to assist youln using some of your Office products, 
specifically Word 2016 and Excel 2016. 


AS we agreed, training asses will be held as follows: 


Cassi @ Press ENTER ty 
Class 2 Octd 





Enter Text Automatically 


© Begin typing a common word, phrase, or date. 


O The AutoComplete feature suggests common words and phrases based on what you 
type. 


2016-Enter Tert docx « Word (Trial) 
Devgn Layout References Marling: Reveew View Q Tet me what 
H g s : 
. Aabe Asabe AaBbC AaBbCcl r 
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September 3, 2016 


Jane Smith 

Memoria Sprinklers, UC 

4816 Memonal Hwy., Sute 200 
Phoenix, A785000 


Desr Ms. Smith: 


Thank youfor selecting Marmel Enterprises, LLC to assist youin using some of your Office products, 
specifically Word 2016 and Excel 2016. 


AS we agreed, training classes will be held as follows: 


Classi October 15 
Class 2 October 





O You can press E to let Word finish typing the word, phrase, or month for you. 


You can keep typing to ignore Word’s suggestion. 


Why should I use © rather than G29 to include more than one space 
between words? 


Typically, you include more than one space between words or phrases to align text in a 
columnar fashion. Most fonts are proportional, and each character takes up a different 
amount of space on a line. Therefore, you cannot calculate the number of spaces needed 
to align words beneath each other. Tabs, however, are set at specific locations on a line. 
When you press (fj, you know exactly where words or phrases appear on a line. For 
details on tab settings, see Chapter 6. 





Move Around in a Document 


When you edit a large document, you can move the insertion point around the document 
efficiently using a variety of keyboard shortcuts. Although pressing and holding an arrow 
key moves the insertion point rapidly in the direction of the arrow, that approach is not 
efficient when you are viewing Page 1 and need to edit text in the middle of the second 
paragraph on Page 5. 


You can use many techniques to move the insertion point to a different location in a 
document; the technique you select depends on the current location of the insertion point 
and the location to which you want to move it. 


Move Around in a Document 


AaBbCel AaBbC AaBt 


The “Give Me Liberty or Give Me Death” Speech 


By Patrick Henry, delivered on March 23, 1775, before the Second Revolutionary 
Convention of Virginia, in the old church in Richmond. 


NO þre highly than ! do ofthe patriotism, as well as abilities, ofthe very 

wo ntlemen who have just addressed the House. But different men often see the 
same subject in different lights; and, therefore, | hope & will not be thought disrespectful to 
those gentlemen, if entertaining as | do opinions of a character very opposite to theirs, | 
shall speak forth my sentiments freely and without reserve. This is no time for ceremony. 


The question before the House is one of awful moment to this country, For my own part, [ 
consider k as nothing less than a question of freedom or slavery; and in proportion tothe 
magnitude ofthe subject ought to be the freedom ofthe debate. It is only in this way that 
we can hope to arrive at truth, and fulfil the great responsibilty which we hold to God and 
our country, Should | keep back my opinions at such a time, through fear of giving offense, | 
should consider myself as guilty oftreason toward my country, and ofan act of dishloyaky 
toward the Majesty of Heaven, which | revere above all earthly kings 


Mr. President, it is natural to man to indulge in the illusions of hope. We are aptto shut our 
eyes against a painful truth, and listen to the song of that siren, till she transforms us into 


beasts. Is this the part of wise men, engaged in a great and arduous struggle for liberty? Are 


sposed to be ofthe ni 


üha a who TENS 





Move by One Character 


© Note the location of the insertion point. 


© Press D. 


2016-Give Me Liberty oe Give Me Death speech docx - Word (Teist) 


Dengn Layout References Mashing Review View Q Tet me whet you want tod 
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Paragraph Syte 


The “Give Me Liberty or Give Me Death” Speech 


By Patrick Henry, delivered on March 23, 1775, before the Second Revolutionary 
Convention of Virginia, in the old church in Richmond. 


NO manthinks m do ofthe patrictism, as well as abilities, ofthe very 
worthy gentlemen who h addressed the House. But different men often see the 
same subject in different lights; and, therefore, | hope & will not be thought disrespectful to 
those gentlemen, if entertaining as | do opinions of a character very opposite to theirs, | 
shall speak forth my sentiments freely and without reserve. This is no time for ceremony. 


The question before the House is one of awful moment to this country, For my own part, [ 
consider k as nothing less than a question of freedom or slavery; and in proportion tothe 
magnkude ofthe subject ought to bethe freedom ofthe debate. It is only in this way that 
we can hope to arrive at truth, and fulfil the great responsibilty whkh we hold to God and 
our country. Should | keep back my opinions at auch a time, through fear of giving offense, | 
should consider myself as guilty of treason toward my country, and ofan act of dishloyahy 
toward the Majesty of Heaven, which | revere above all earthly kings 


Mr. President, it is natural to man to indulge in the illusions of hope. We are aptto shut our 
eyes against a painful truth, and listen to the song of that siren, till she transforms us into 
beasts. is this the part of wise men, engaged in a great and arduous struggle for liberty? Are 
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© Word moves the insertion point one character to the right. 
You can press ©, D, or {to move the insertion point one character left, up, or down. 


Pressing and holding any arrow key moves the insertion point repeatedly in the 
direction of the arrow key. 


You can press ED +0 or E&E +A to move the insertion point one word at a time to the 
right or left. 


DOE Give Me Liverty ot Give Me Death speech doc - Word (Trial) 
Bengn Layout References Marleng) Reveew View Q Tet me 
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The “Give Me Liberty or Give Me Death” Speech 


By Patrick Henry, delivered on March 22 1775, before the Second Revolutionary 
Convention of Virginia, in the old church in Richmond. 


NO man thinks mofe highly than 1 do ofthe patriotism, as well as abilities, ofthe very 
worthy gentlemen who have just addressed the House. But different men often see the 
same subject in different lights; and, therefore, | hope k will not be thought disrespectful to 
those gentlemen, I£ entertaining as | do opinions of a character very opposite to theirs, | 
shall speak forth my sentiments freely and without reserve. This is no time for ceremony. 


The question before the House is one of awful moment to thie country, For my own part, I 
consider k as nothing less than a question of freedom or slavery; and in proportion tothe 
magnkude ofthe subject oughtto be the freedom ofthe debate. It is only in this way that 
we can hope to arrive at truth, and fulfil the great responsibility which we hold to God and 
our country. Should I keep back my opinions at such a time, through fear of giving offense, I 
should consider myself as guiky oftreason toward my country, and ofan act of disloyahy 
toward the Majesty of Heaven, which | revere above all earthly kings 


Mr. President, it is natural to man to indulge in the illusions of hope. We are apt to shut our 
eyes against a painful truth, and listen to the song ofthat siren, till she transforms us into 
beasts. is this the part of wise men, engaged in a great and arduous struggle for liberty? Are 
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Move One Screen 
4) Note the last visible line on-screen. 


© Press F7. 
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we disposed to be of the number ofthose, who, having eves, see not, and having ears, hear 
not, the things which +o nearly concern their temporal salvation? For my part, whatever 
anguish of spiri it may cost, I am willing to know the whole treth; to know the worst, and 
to provide for & 

l bave but one lamp by which my feet are guided, and that is the lamp of experience. | know 


of no way of judging ofthe future bet by the past. Ax ing by the past, | wish to know 






what there has been in the conduct ofthe British mb or the last ten years to justify 
those hopes wth which gentlemen bave been pleased to solace themeelves and the House 
Is it that insidious smile wkhà which our petition has been lately received? Trust k not, sir; & 


will prove a snare to you uffer mot yourselves to be betrayed with a kiss. Ask 











yourtelverh ption of our petition comports with those warlike 


preparations wh aters and darke land. Are fleets and armies necessary 





toa work of love conciliation? Have we shown ourselve 


reconciled that for 





s so unwilling to be 





must be called in to win back our lov at us not deceive ourselves 


sir. These are the implements of war aad subjugation; the last arguments to which kings 


resort 








O Word moves the insertion point down one screen. 


37 You can press F to move the insertion point up one screen. 


© You can click | to scroll up or [+] to scroll down one line at a time in a document. 


How do I quickly move the insertion point to the beginning or the end of 
a document or to a specific page? 


Press mHE or EHE to move the insertion point to the beginning or the end of a 
document. To land on a specific page, press EJ to display the Go To dialog box, type the 
number of the page, and press E. Press &m+E to move the insertion point to the last 
place you changed in your document. To move the insertion point to a specific location, 
use a bookmark; see the section “Mark and Find Your Place” in Chapter 3 for details. 





CHAPTER 2 


Managing Documents 


2016-Dangers of » Salaried Bureaucracy by Benjamin Frankin.docx - Weed (Thal) 


NURSERY 


SALE 


Event postcards 





Now that you know the basics, it is time to discover how to navigate among Word 
documents efficiently. In this chapter, you learn how to manage the Word documents you 
create, and the sections in this chapter focus on files stored on your computer; see Chapter 
13 to learn about managing documents on OneDrive. 


Save a Document 
Reopen an Unsaved Document 
Save a Document in Word 97-2003 Format 


Save a Document in PDF or XPS Format 


Set Options for Saving Documents 
Open a Word Document 

Open a Document of Another Format 
Start a New Document 

Switch Between Open Documents 
Compare Documents Side by Side 
Inspect a Document Before Sharing 





Save a Document 


You save documents so that you can use them at another time in Microsoft Word. Word 
2016 uses the same XML-based file format that Word 2013, 2010, and Word 2007 use, 
reducing the size of a Word document and improving the likelihood of recovering 


information from a corrupt file. 


The first time you save a document, Word prompts you for a document name. Subsequent 
times, you can click the Save button on the Quick Access Toolbar (QAT), and Word saves 


the document using its original name without prompting you. 


Save a Document 
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September 3, 2016 


Jane smth 

Memorial Spewibiers, LUC 

4616 Memorial Hey., Sute 200 

Phoenis, A285000 

Dear Mi. Searh 

Thank youfor selecting Marmel Enterprises, LLC to assist youn using some of your Office products 
Spectically Word 2016 and Excel 2016. 


As we agreed, 


Class 1 October 15 
Oct ober 2% 





© Before you save a document, Word displays a generic name in the title bar. 


© click the File tab. 


Document? - Word (Test 


Today 
Ss Word Stuft 


Documents » Office 2096 Date = Weed Stuff 
Older 


= Access Stuff 
Documents » Office 2056 Dats » Atces Stu 


Ss Office 2016 Data 


Documents » Office 2096 Data 


Documents 


DP Desktop 





Backstage view appears. 


© Click Save As. 


© Locations where you can save files appear here. 


Note: Once you select a location, folders available at that location appear on the right side 
of the screen. 


© Click the location where you want to save the file; this example uses This PC. 


O If the folder in which you want to save the document appears here, click it and skip to 
Step 5. 


4) Click Browse. 


Save As 
= ~ M |] « Office 2016Data > Word Stuff 


Organize v New folder 
g Personal Pictures ^ Name Date modified ^ 
| | Photos O7 1-Blog Entry.docx 9/14/2012 1:20 
G PowerPoint Stuff G> 6 Month Sales Figures for 2016.docx 7/18/2015 5:23 


| | Publisher Stuff G> 6 Month Sales Figures for 2016-b4 formatting.docx 
a Saved Pictures O“ ô Month Sales Figures for 2016-page orientation.docx 


| Word Stuff > 6 Month Sales Figures for 2016-table and chart.docx 


> 6 Month Sales Figures for 2016-table format.docx 

O 9 Month Sales Figures for 2016-page orientation.docx 
G^ 2016 Tax Letter.docx 

$ Downloads D> 2016 Text Box docx 


A Music ~ pii 


File name: | Class Schedule Letter-October 2016.docx & 


Save as type: Word Document (*.docx) 


| | OneNote Noteboo 
|| Outlook Files 





Authors: Elaine Marmel Tags: Add atag 


g Save Thumbnail 


* Hide Folders Tae) 





The Save As dialog box appears. 


5) Type a name for the document here. 


© You can click in the folder list to select a location on your computer in which to save 
the document. 


Q You can click New folder to create a new folder in which to store the document. 


Q Click Save. 


September 3, 2016 


Jane Smith 

Memoria Sprinklers, LLC 

4816 Memorial Hwy., Suite 200 
Phoenix, AZ 85000 


Dear Ms. Smah: 


Thank youfor selecting M armel Enterprises, LLC to assist your) unng some of your Office products, 
Speofically Word 2016 ond Excel 2016. 


As we agreed, 


Class 1 October 15 
Chass 2 October 29 





© Word saves the document and displays the name you supplied in the title bar. 


O For subsequent saves, you can click the Save button (H) on the Quick Access Toolbar 
to quickly save the file. 


Will my associate who uses Word 2003 be able to open a document I 
save in Word 2016? 


To make it easier for your associate, you can create the document in Word 2016 but save 
it in Word 2003 format. See the section “Save a Document in Word 97-2003 Format” for 
more information. 


How can I tell if I am working on a document saved in Word 2016? 


Check the document name in the title bar. The title of a document created in any earlier 
version of Word appears with “Compatibility Mode” in the title bar. 





Reopen an Unsaved Document 


You can open documents you created within the last seven days but did not save. It 
happens: You work on a document and then close it without saving because you think you 
will not need it again. And then, a few hours or days later, you find that you do need it. 


You can reopen a document you created within the last seven days but did not save 
because, as you work, Word automatically saves your document even if you take no action 
to save it. 


Reopen an Unsaved Document 





x B I Ve men x h- F7-A- 





Ø With any document open, even a blank document, click the File tab. 
Note: See the sections “Open a Word Document” or “Start a New Document” for details. 


Documenti - Word (Teist) 


Protect Document 


Control what typet of changes people cam mate to thes document 


Inspect Document 
Before publishing this file, be aware that R contin 
® Document properties and author's name 


Manage Document 
Check in, check out, and recover unpaved changer 


> There ae no unsaved changes 


Properties - 
See 

Pages 

Words 

Total Eding Time 
Tee 

Tag: 


Comments 


Related Dates 
Let Modified 
Created Today. PS6AM 


Lat Annedd 


— Related People 
-N Recover Unsaved Documents 
my Browse meent untied fèr 


D Delete AS Unsaved Documents 
| Delete all recent copies of Lait Modified By 


‘ d files < sag 
unsaved Tile Show Al Propert 





Backstage view appears. 
@ Click Info. 
© Click Manage Document. 


4) Click Recover Unsaved Documents. 


E) Open x 
+ E « Office > UnsavedFiles v & Search UnsavedFiles Pp 
Organize v New folder Ee TF @ 


|| Word Stuff ^A Name Date modified Type 


| Bitte schon((Unsaved-3044809704505342,,, 5/29/2015 7:28AM ASD File 
| Enter%20text-Office((Unsaved-304495220,.. 5/31/2015 10:10AM ASD File 
| George%20Washington's%20First%20Ina... 5 10;024M ASD File 
E This PC | On%20the%20F ederal%20Constitution-J.., 6/1/2015 9:58 AM ASD File 

E Desktop 

= Documents 

} Downloads 

Ð Music 

== Pictures 

H Videos 

lie Local Disk (C:) 


EF] Microsoft Word 


G@ OneDrive 


v 





File name: v| [Unsaved Files (*.asd) 


i 6 i Open je Cancel 











The Open dialog box appears, showing you available files that were autosaved by Word 
but not saved as documents by you. 


B Click the unsaved file you want to open. 


Q Click Open. 





yege Wishing Furst inrugurel Addres asd 6/1/2013 100 AM (Unsaved Fue} ferd -Orj - Word Preview B =. @ FR 


RECOVERED UNSAVED FILE This is a recovered file that is temporerty stored en your Computer 


WASHINGTON'S ey E SS OF 1789 
April 30, 1789 
Fellow Citizens of the Senate and the House of Representatives: 


Among the vicissitudes incident to life, no event could have filled me with greater anxieties than that of which 
the notification was transmitted by your order, and received on the fourteenth day of the present month. On the 
one hand, I was summoned by my Country, whose voice I can never hear but with veneration andlove, from a 
retreat which I had chosen with the fondest predilection, and, in my flattering hopes, with an immutable deci- 
sion, asthe asylum of my declining years: a retreat which was rendered every day more necessary as well as 
more dear to me, by the addition of habit to inclination, and of frequent interruptions in my health to the gradual 
waste committed on it by time, On the other hand, the magnitude and difficulty of the trust to which the voice of 
my Country called me, being sufficient to awaken in the wisest and most experienced of her citizens, a distrust- 
ful scrutiny into his qualifications, could not but overwhelm with dispondence, one, who, inheriting inferior en- 
dowments from nature and unpractised in the duties of civil administration, ought to be peculiarly conscious of 
his own deficiencies. In this conflict of emotions, all I dare aver, is, that it has been my faithful study to collect 
my duty from a just appreciation of eve ry circumstance, by which it might be affected. All I dare hope, is, that, 
if in executing this task I have been too much swayed by a grateful remembrance of former instances, or by an 
affectionate sensibility to this transcendent proof, ofthe confidence of my fellow-citizens, and have thence too 
little consulted my incapacity as well as disinclination for the weighty and untried cares before me, my error will 
be palliated by the motives which misled me, andits consequences be judged by my Country, with some share 
of the partiality in which they originated. 


Such being the impressions under which I have, in obedience to the public summons, repaired to the present sta- 
tion; it would be peculiarly improper to omit in this first official Act, my fervent supplicationsto that Almighty 
Being who rules over the Universe, who presides in the Councils of Nations, and wh vidential aids can 





© The document appears on-screen in Reading Mode view, as indicated by this icon (Œ). 
O The document is a read-only file to which you cannot save changes. 


O This gray bar identifies the document as a recovered file temporarily being stored on 
your computer. 


© Click Save As to save the file as a Word document. 


Note: See the previous section, “Save a Document,” for details. 


After you save the document, the gray bar disappears. 





How often does Word save a document while I work on it? 


By default, Word automatically saves your work — even on documents you have not yet 
saved — every 10 minutes. You can control the frequency with which Word 
automatically saves your work by changing the options associated with saving 
documents; see the section “Set Options for Saving Documents” for details. 


Is there another way to open the dialog box that shows unsaved 


documents? 


Yes. Click File, and then click Open. At the bottom of the Recent Documents list in 
Backstage view, you will find the Recover Unsaved Documents button. 





Save a Document in Word 97-2003 Format 


You can save documents you create in Microsoft Word in a variety of other formats, such 
as Word templates, Microsoft Works files, text files, or Word 97-2003 format to share 
them with people who do not use Microsoft Word 2016. 


Although the steps in this section focus on saving a document to Word 97-2003 format, 
you can use these steps to save a document to any file format Word supports. Be aware 
that people using Word 2013, 2010, or 2007 can open files saved as Word 2016 files; 
Word 2013, 2010, or 2007 users simply cannot use features available in Word 2016. 


Save a Document in Word 97-2003 Format 


Current Folder 
luz Word Stuff 
Documents » Office 2016 Date = Word Ruff 
Today 
= Word Stuff 
Documents » Office 2016 Dats » Word Stuff 
Older 


E Access Stuff 
Documents » Office 2016 Date » Access Stuff 


fey Office 2016 Data 
Documents » Office 2016 Date 


WY Documents 
DD Desktop 





© click the File tab. 


Backstage view appears. 
© Click Save As. 
© click This Pc. 


© if the folder in which you want to save the document appears in this list, click it and 
skip to Step 5. 


4 ) Click Browse. 


Save As 


M | « Office 2016... > Word Stuff 


Organize + New folder 


o Name 


@ OneDrive 

i) 2016-Author Bio-most complete-can use for Compatibility mode.doc 
i AUTHBIO,DOC 

I Desktop fw) Author Bio,doc 

% Documents W Author Bio-most complete.doc 

$ Downloads fi) Dangers of a Salaried Bureaucracy by Benjamin Franklin.doc 

d Music WW On the Federal Constitution by John Marshall.doc 


GS This PC 


= Pictures 


B Videos 
v < 


lacel Dieb (CN 


Filename: The Give Me Liberty or Give Me Death speech.doc << 


Save as type: Word 97-2003 Document (*.doc) 6 


Authors: Elaine Marmel! Tags: Addatag 


[ ]Save Thumbnail 


a Hide Folders hb Save Cancel 


The Save As dialog box appears. 





5) Type a name for the document. 


Q Click ~ to display the formats available for the document, and click Word 97-2003 
Document (*.doc). 


Q Click Save. 


Note: If you save a complex document, you might see the Compatibility Checker dialog 
box, which summarizes changes Word will make when saving your document. Click OK. 


Word saves the document in the format that you select. 


Save a Document in PDF or XPS Format 


You can save Word documents in PDF or XPS formats. The PDF format is a universal 
format that any computer user can open using a PDF reader program. There are many free 
PDF reader programs; perhaps the most well-known one is Adobe System’s free Acrobat 
Reader. Windows 8 and later come with a built-in PDF reader. 


XPS is Microsoft’s alternative to PDF. Windows 10, Windows 8, and Windows 7 come 
with an XPS viewer; users of other versions of Windows can view XPS documents using 
Internet Explorer 7 or higher. 


Save a Document in PDF or XPS Format 


Save As 


He OneDrive Current Folder 


mE Word Stuff 
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© click the File tab. 


Backstage view appears. 
© Click Save As. 
© click This PC. 


© if the folder in which you want to save the document appears in this list, click it and 
skip to Step 5. 


4) Click Browse. 
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The Save As dialog box appears. 





B Click here to type a name for your document. 
Q Click ~ to select either PDF (*.pdf) or XPS Document (*.xps). 
Note: If you choose XPS format, you can opt to save and then open the document. 


Oif you plan to use your document online only, you can select Minimum size (O 
changes to @). 


Q Click Save. 


Word saves the document in the selected format. 


Set Options for Saving Documents 


You can set a variety of options for saving documents. For example, you can choose to 
save documents by default in a variety of Word formats other than Word 2016, or you can 
save documents in any of the following formats: web page, rich text, plain text, XML, 
OpenDocument, or Microsoft Works. In addition, by default, Word saves documents to 
OneDrive and automatically saves your document every 10 minutes while you work on it, 
even if you have not yet saved it. 


You can change any of the Save options to make Word 2016 support the way you work. 
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Set File-Saving Options 
© Click the File tab. 


Backstage view appears. 


@ Click Options. 


Word Options 
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O You can select Keep the last autosaved version if I close without saving (O changes 


to M) to make sure Word saves unsaved documents. 


© Click OK to save your changes. 
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Set File-Saving Locations 


© Complete Steps 1 to 3 in the previous subsection, “Set File-Saving Options.” 


© To save documents to your computer rather than to OneDrive, select Save to 
Computer by default (O changes to M). 


© Click Browse next to Default Local File Location. 
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The Modify Location dialog box appears. 


© Click in the folder list to navigate to the folder where you want to save Word 
documents. 


© Click OK to close the Modify Location dialog box and redisplay the Word Options 
dialog box. 


You can repeat Steps 2 to 4 to set the AutoRecover File and the Server Drafts locations. 


B Click OK in the Word Options dialog box to save your changes. 


Word saves your changes. 


What happens if I select the Don’t Show the Backstage When Opening 
or Saving Files option? 


To take true advantage of this option, you need to add the Open and Save As buttons to 
the Quick Access Toolbar (QAT). When you opt not to show Backstage view, and then 
click the Open or Save As buttons, Word displays the Open or Save As dialog box 
without showing Backstage view. If you are comfortable navigating folders, enabling 
this option saves you time. See Chapter 11 to customize the QAT. 





Open a Word Document 


You can open documents that you have created and saved previously to continue adding 
data or to edit existing data. Regardless of whether you store a file in a folder on your 
computer’s hard drive or on a CD, you can easily access files using the Open dialog box. 
If you are not sure where you saved a file, you can use the Open dialog box’s Search 
function to locate it. 


When you are finished using a file, you should close it to free up processing power on 
your computer. See the tip at the end of this section. 
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© Click the File tab. 
Backstage view appears. 
@ Click Open. 
O word automatically selects Recent as the default location. 


Q Recently opened documents appear here. If you see the file you want to open, you can 
click it to open it and skip the rest of these steps. 
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© Click the place where you believe the document is stored. This example uses This PC. 


O If the folder containing the document appears here, click it and skip to Step 6. 


4) Click Browse. 
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File name: |2016-Dangers of a Salaried Bureaucracy by Benjamin Frankl v 


Cancel 





The Open dialog box appears. 


Oif you chose the wrong place, you can search for the file by typing part of the filename 


or content here. 


B Click in the folder list to navigate to the folder containing the document you want to 
open. 


Q Click the document you want to open. 


Q Click Open. 
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Delivered by Benjamin Franklin in Philadelphia in the Constitutional Convention of 1787 


IT is wah reluctance that | rise to express adisapprobetion of any one artiche of the plan for which we 
arè £0 much obliged to the honorable gentlemen wholsidit before us. From Rs first reading | have 
borne a good will to R, and, in general, wished it success. inthis particular of salaries to the executive 
branch, | happento difer, and, as my opinion may appear new and chemerical, it is only from a 
Persuasion that it is right, and from a sence of duty, that! hazard it. The commatee will judge of my 
reasons whenthey have heard them, and theirpudgment may possibly Change mine. | think! see 
inconveniences inthe appointment of salaries | see none inrefusingthem, but, on the contrary, great 


advantages 


Sir, there are two passions which have a powertul influence inthe affars of men. These are ambition 
and avarce—the love of power andthe love of money. Separately, each of these has great force in 
Prompting mento action: but, when united in yew of the same object, they have, many minds, the 
most violent effects. Place before the eyes of such mens post of honor, that shall, at the sametme, be 
a place of profit, and they will move heaven and earthto obtain ®, The vast number of such places it is 
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The document appears on-screen. 


O To close a file, click x in the upper right corner. If you have not saved the file, the 
program prompts you to save it. 


What if I cannot find my file? 


You can use the search box in the upper right corner of the Open dialog box to locate 


files. Complete Steps 1 to 4 to display the Open dialog box. Locate and open the folder 
in which you believe the file was saved and type the file’s name in the search box. Files 
containing the search term appear highlighted along with files containing a close match. 


How do I close a document? 


While viewing the document, click the File tab and then click Close. 





Open a Document of Another Format 


You can open and edit documents created by colleagues who use several other word- 
processing programs besides Word. For example, you can open XML, web page, rich text, 
plain text, OpenDocument, PDF, WordPerfect 5.x or 6.x, or Works 6-9 documents as well 
as documents created in earlier versions of Word. 


Although you can open and edit PDF files, editing PDF files in Word works best if you 
used Word to originally create the PDF file. If you used a different program to create the 
PDF file, you will find that Word has difficulty maintaining the file’s formatting. 


Open a Document of Another Format 
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© Click the File tab. 
Backstage view appears. 
© Click Open. 


© You can click Recent to see a list of recently opened documents. If you see the file you 
want to open, you can click it to open it and skip the rest of these steps. 


© Click the place where you believe the document is stored. This section uses This PC. 


O If the folder containing the document appears here, click it and skip to Step 5. 


4) Click Browse. 
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The Open dialog box appears. 


B Click in the folder list to navigate to the folder containing the document you want to 
open. 


Q Click ~ to select the type of document you want to open. 
7] Click the file you want to open. 
© Click Open. 
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Pangers ofa Salaried Bureaucracy 
Delivered by Benjamin Franklin in Philadelphia in the Consthutional Convention of 1787 


IT ts with reluctance that I riseto express a disapprobation of any one article of the plan for 
which we are so much obliged to the honorable gentlemen who laid it before us. From its 
first reading | have borne a good will to it, and, in general wished & success. In this 
particular of salaries to the executive branch, I happen to differ; and, as my opinion may 
appear new and chimerical, it is only from a persuasion that & is right, and from a sense of 
duty, that | hazard it The committee will judge of my reasons when they have heard them, 
and thelr judgment may possibly change mine. | think | see inconveniences in the 
appointment of salaries; | see none in refusing them, but, on the contrary, great advantages, 


Sir, there are two passions which have a powerful influence in the affairs of men. These are 
ambition and avarice—the love of power and the love of money, Separately, each of these 
has great force in prompting men to action; but, when united in view ofthe same object, 
they have, in many minds, the most violent effects. Place before the eyes of such men a post 
ofhonor, that shall, at the same time, be a place of profit, and they will move heaven and 
earth to obtain & The vast number of such places it is that renders the British government 
20 tempestuous, The struggles for them are the true source of all those factions which are 
perpetually dividing the nation, distracting Rs councils, hurrying it sometimes into fruitless 
and mischievous wars, and often compelling a submission to dishonorable terms of peace. 


And of what kind are the men that will strive for this profitable preeminence, through all 





If you open a PDF file, Word displays a message indicating that it is converting your 
PDF file to an editable Word document; click OK to continue. 


Note: You may be prompted to install a converter to open the file; click Yes or OK to 
install the converter and open the file. 


O word opens the file. 





How do I open an XPS file? 


A The Give Me Liberty or Give Me Death speechxps - XPS Viewer 


{ 18) File ~ Permissions ~ Signatures v 


The "Give Me Liberty or Give Me Death” Speech 
By Patrick Henry 


Delivered on March 23, 1775, before the Second Revolutionary Convention of Virginia, in 
the old church in Richmond. 


NO man thinks more highly than | do of the patriotism, as well as abilities, of the very 
worthy gentlemen who have just addressed the House. But different men often see the 
same subject in different lights; and, therefore, I hope it will not be thought disrespectful to 
those gentlemen, if, entertaining as | do opinions of a character very opposite to theirs, I 
shall speak forth my sentiments freely and without reserve. This is no time for ceremony. 


The question before the House is one of awful moment to this country. For my own part, I 
consider it as nothing less than a question of freedom or slavery; and in proportion to the 
magnitude of the subject ought to be the freedom of the debate. It is only in this way that 
we can hope to arrive at truth, and fulfil the great responsibilitv which we hold to God and 


fs Fp 


Although you can create an XPS file in Word, you cannot open the file in Word. Instead, 
you can use an XPS viewer as shown here, or in Windows 10, you can use the Reader 
app. To open an XPS file, find it using File Explorer and double-click it. 





Start a New Document 


Each time you open Word, the Word Start screen offers you a variety of choices to begin a 
new document. But you do not need to close and reopen Word to start a new document. 
This section demonstrates how to start a new document while you are already working in 
Word. 


You can use a variety of templates — documents containing predefined settings that save 
you the effort of creating the settings yourself — as the foundation for your documents. 
Word 2016 displays a variety of templates on the Word Start screen and also when you 
choose to start anew document while working in Word. 


Start a New Document 
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(1) With a document already open in Word, click the File tab. 
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Backstage view appears. 


2] Click New. 
Q Templates appear here. 


O You can search for templates online at https://templates.office.com/en-uS. 


6 Click a template. 


Note: This example uses Business trip checklist. 


Business trip checklist 
BUSINESS TRIP CHECKLIST Provided by: Microsoft Corporation 


Use this handy travel checklist template as is, or 
customize it with your own tasks to help you stay 
organized for your next business trip, 
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A preview of the template appears. 


4) Click Create. 


Note: If you change your mind about the template you chose in Step 3, click x in the 
upper right corner of the preview. Word redisplays Backstage view, showing the choices 
when you click New. 
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© The new document based on the template you chose appears. 


You can edit this document any way you choose. 


When I save the document, am I overwriting the settings in the 
template? 


No. The document contains the settings found in the template, but saving the document 
has no effect on the template. The next time you choose to use that template, it will 
contain its original information. Think of it this way: A blank document is based on the 
Normal template, which contains no text, but it contains other settings such as fonts, font 
sizes, line spacing settings, and margins. 





Switch Between Open Documents 


When you have multiple documents open, you can switch between them to, for example, 
copy information from one document to another. You can open as many documents as you 
need, and you can switch between them from within Word or by using the Windows 
taskbar. You use the View tab in Word, or you can use the Windows taskbar to switch 
documents. By default, Word 2016 displays each document in its own window, and 
Windows identifies each open window by displaying a button on the Windows taskbar. 


Switch Between Open Documents 
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West School PTA Minutes 
Sapmrnber At, 2015 


The meeting was caled to order by Terry Adams at 7:00pm. 


In attendance 
[Ust attendees) 


Approval of Minutes 
The minias wareread from the August meeting and approved 


Board 

The Board, new principal, and Quests were invtoduced. Kim Abercrombie was nomireted as the new 
Secretary. Tony Wang madè a motan D elect Kim, and David Jaffe seconded the movon. Al preset vod 
in tevor, and Him Abercrorntve wet confrenad as the new Secretary 


Advisory Committee 

There xe è rumber of parant opening: on the Advisory Comani taa. These opening: were listedin the most 
fecervt newsletter, Three pererits indicated an interest in serving on the comeittes. Erik Andersen wil follow 
up wh Tose parents and do same addtow recruiting to Ml Dene opening 


Budget 

The budget for fe current school yew was dsributad by Firm Ralis, PTA Treasurer, ard reviewedby the 
board and PTA members at the last maetry. in tonight's mectng, Dawd Jaffe madea moton to approve 
the budiget which was seconded by Rachel Valder. All presant woted in favor of approving the budget as 
preserited. 





Switch Documents Using Word 
© Click the View tab. 
© Click Switch Windows. 


© A list of all open documents appears at the bottom of the menu. A check mark (v) 
appears beside the currently active document. 


6 Click the document you want to view. 
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Switch Documents Using the Windows Taskbar 


© Open all the documents you need. 


Note: See the sections “Open a Word Document” or “Open a Document of Another 
Format” for details. 


O Position the mouse (i) over the Word button in the Windows taskbar. 


O Preview thumbnails appear for each open document. The document over which you 
position the mouse (|) also previews in Word. 


O You can click a preview thumbnail’s x to close the document. 


© To view a document, click its preview. 
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DANGERS OF A SALARIED 
BUREAUCRACY 


Delivered by Benjamin Franklin in Philodelphia in the Constitutional Convention of 1787 


IT withreluctance that! rise to express a disapprobationof any one article of the plan for which we 
are so much obliged to the honorable gentiomen who laid it before us, From its first reading! have 
dome a good wil to it, and, in general, wished it success. inthis particular of salaries to the executive 
branch, | happento differ; and, as my opintonmay appear new and chimerical, it is onty from a 
persussionthat it is right, and from a sense of duty, that! harard it. The committee will judge of my 
reasons when they have heardthem, andther judgment may possibly change mine, | think! see 
inconveniences in the appointment of salaries; | see none inrefusing them, but, on the contrary, great 
advartages. 


Sir, there are two passions which have a powerfulinfiuence inthe affairs of men. These are ambtion 
and avarice—the love of power andthe love of money. Separately, eachof these has great force in 
prompting mento action; but, whenuntedin view of the same object, they have, inmany minds, the 
most violent effects, Place before the eyes of such mena post of honor, that shall, at the sametime, be 
a place of profi, and they wil move heaven andearthto obtain it, The vast number of such places it Is 
that renders the British government sotempestuous. The struggles forthem arethe true source of all 





The document appears. 





Is there a way to keep the taskbar buttons separate from each other 
instead of stacked on top of each other? 


cae Taskbar and Start Menu Properties 


Taskbar | Navigation | Toolbars 


[_]Lock the taskbar 
| | Auto-hide the taskbar 
[_]Use small taskbar buttons 


Taskbar location on screen: Bottom 


Taskbar buttons: Combine when taskbar is Full v 


Notification area: Combine when taskbar is Full 
Never combine 


Yes. Right-click a blank spot on the taskbar, and click Properties in the menu that 
appears. The Taskbar and Start Menu Properties dialog box appears. Click the Taskbar 
location on screen v and choose Combine when taskbar is full or Never combine (Q 
). Click OK to save your changes. 





Compare Documents Side by Side 


You can view two open documents side by side to compare their similarities and 
differences. Although you could open both documents in their own windows and switch 
between them, that process can be cumbersome if you want to compare them. Switching 
between documents is better when you want to copy or move text from one document to 
another. But viewing documents side by side is the more effective tool for comparing 
document content. 


Using the technique described in this section, you can scroll through both documents 
simultaneously. 





Compare Documents Side by Side 
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time writing: she has authored and co-authored over 50 books about Microsof? 
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1-2-3 for Windows, and Lotus Notes From 1994 to 2006, she alsowas the 
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Compare Documents 


© Open the two documents you want to compare. 


Note: See the sections “Open a Word Document” or “Open a Document of Another 
Format” for details. 


© Click the View tab. 
© click View Side by Side. 
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About the Author 


Elaine Marmel is President of Marmel Enterprises, LLC, an organi; 
specializes in technical writing and software training. Elaine spend 
time writing, she has authored and co-authored over 50 books abc 
Project Microsoft Excel, QuickBooks, Peachtree, Quicken for Win 
for DOS, Microsoft Word for Windows, Microsoft Word for the Mac 
1-2-3 for Windows, and Lotus Notes. From 1934 to 2006, she also 
comributing editor to monthly publications Peachtree Extra and Ou 
Extra. 
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Word displays the documents in two panes beside each other. 


© Drag either document’s scroll bar. 


Word scrolls both documents simultaneously. 
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Elaine Marmel is President of Marmel Enterprises, LLC, an organi: 
specializes in technical writing and software training. Elaine spend 


time writing; she has authored and co-authored over 50 books abc 
Project Microsoft Excel, QuickBooks, Peachtree, Quicken for Win 
for DOS, Microsoft Word for Windows, Microsoft Word for the Mac 
1-2-3 for Windows, and Lotus Notes. From 1994 to 2006, she also 
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About the Author 


Elaine Marmet is President of Marme! Enterprises, LLC, an organi: 
specializes in technical writing and software training. Elaine spend 
time writing she has authored and co-authored over 50 books abc 
Project Microsoft Excel, QuickBooks, Peachtree, Quicken for Win 
for DOS, Microsoft Word for Windows, Microsoft Word for the Mac 
1-2-3 for Windows, and Lotus Notes. From 1994 to 2006, she also 
contributing editor to monthly publications Peachtree Extra and Ov 
Extra 
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© Click Window in the document on the left. 


Q Options drop down from the Window button. 


© click View Side by Side. 


About the Author 


Elaine Marmel is President of Marmel Ermterprises, LLC, an organization which 


specializes in technical writing and software training Elaine spends most of her 


time writing: she has authored and co-authored over 50 books about Microsoft? 
Project Microsoft Excel, QuickBooks, Peachtree, Quicken for Windows, Quicken 
for DOS, Microsof Word for Windows Microsoft Word for the Mac, Windows 98, 
1-2-3 for Windows, and Lotus Not 1994 to 2006, she also was the 
Contributing editor to monthly public $ Peachtree Extra and QuickBooks 
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Word redisplays the document in a full screen. 


© The second document is still open. You can see preview thumbnails for both 
documents in the Windows taskbar or click Switch windows to view open documents in 
a list, and you can click a preview thumbnail or an open document to switch to the other 
document. 


Note: For details on this technique, see the previous section, “Switch Between Open 
Documents.” 





Can I compare two documents with their differences highlighted? 


Yes. When you have sent the same document to several people for review, each will 
return the document with his or her comments. You can compare the different document 
versions to see their differences. See the section “Combine Reviewers’ Comments” in 
Chapter 4 for details. 


What does the Reset Window Position button do? 


With respect to comparing documents side by side, the Reset Window Position button 
has no effect. But you can use Arrange All to place one window above the other, each 
in its own separate pane. To return to side-by-side viewing, click Reset Window 


| Position. | 


Inspect a Document Before Sharing 


You can remove any personal information that Word stores in a document. For issues of 
privacy, you may want to remove this information before you share a document with 
anyone. 


The Document Inspector searches your document for comments, revision marks, versions, 
and ink annotations. It searches document properties for hidden metadata and personal 
information. It inspects for task pane apps saved in the document as well as text that has 
been collapsed under a heading. If your document contains custom XML data, headers, 
footers, watermarks, or invisible content, the Document Inspector alerts you. 


Inspect a Document Before Sharing 
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© In the document you want to check for sensitive information, click the File tab. 
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Info 
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Documents » Office 2016 Oute » Word Stuff 


Protect Document Properties“ 
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Pages 1 

Woeds 99 

Total Editing Time 8 Minutes 
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Backstage view appears. 
© Click Info. 
© Click Check for Issues. 


© Click Inspect Document. 


Note: If you have unsaved changes, Word prompts you to save the document, which you 
do by clicking Yes. 


Document Inspector 


To check the document for the selected content, click Inspect. 





A A Comments, Revisions, Yersions, and Annotations 
Inspects the document for comments, versions, revision marks, and ink annotations. 


V Document Properties and Personal information 
inspects for hidden metadata or personal information saved with the document. 


W] Task Pane Add-ins 
inspects for Task Pane add-ins saved in the document. 


[A Embedded Documents 


Inspects for embedded documents, which may include information that’s not visible in 
the file. 


[| Mactos, Forms, and ActiveX Controls 
Inspects for macros, forms, and ActiveX controls, 


V) Collapsed Headings 
inspects the document for text that has been collapsed under a heading. 


[A Custom XML Data 
inspects for custom XML data stored with this document. 


cos 


The Document Inspector window appears. 














© You can deselect check boxes (M changes to O) to avoid inspecting for these elements. 


B Click Inspect. 


Document Inspector 


Review the inspection results. 


© Comments, Revisions, Versions, and Annotations 
No items were found, 


Document Properties and Personal information 
The following document information was found: 
* Document properties 

* Author 

* Related dates 


Remove All 


Task Pane Add-ins 
We did not find any Task Pane add-ins. 


Embedded Documents 
No embedded documents were found, 


Macros, Forms, and ActiveX Controls 
No macros, forms, or ActiveX controls were found. 


Collapsed Headings 
No collapsed headings were found. 


1 Custom XML Data Rama aii | V 


Ge Reinspect 6 


The Document Inspector looks for the information you specified and displays the 
results. 


Æ Note: Some changes cannot be undone. 





© You can remove any identified information by clicking Remove All beside that 
element. 


O You can click Reinspect after removing identifying information. 


Q Click Close. 





Can I review the information that the Document Inspector displays 
before I remove it? 


No. The only way to review the information before you remove it is to close the 
Document Inspector without removing information, use the appropriate Word features to 
review the information, and then rerun the Document Inspector as described in this 
section. 


What happens if I remove information and then decide that I really 
want that information? 


You cannot undo the effects of removing the information using the Document Inspector. 
However, to restore removed information, you can close the document without saving 


| changes and then reopen it. | 


Work with Protected Documents 


You can limit the changes others can make to a document by protecting it with a password. 
Word offers two kinds of protection: Password and User Authentication. User 
authentication, not shown in this section, relies on Windows authentication. 


You can limit the styles available to format the document, the kinds of changes users can 
make, and the users who can make changes. 


Work with Protected Documents 





On the Federal Constitution 


Delivered by John Marshal, Chief Justice of the Supreme Court from 1801-35, on June 
10, 1788, in the Virginic Convention coled to ratify the Consfitution of the United States. 


MR. CHARMAN, | conceive thal Ihe object of the discussion now before us i whelher 
democracy of despotism be most eligipie, lam sure thal those who framed ihe system 
submited to our vestigation, and those who now support iL intend the esiobishment 
and security of fhe former. The supporters of the Corstitution claim the litle of being firm 
friends of Ihe liberty and the rights of mankind. They say ihal hey consider il as the bes! 
mears of protecting liberty. We, cir, idolize democracy. Those who oppose it have 
bestowed eulogiums on monarchy. We prefer Ihis system to any monarchy because we 


ore Convinced Ihat It has a greater tendency to secure our Iiberty and promote our 
happiness. We admire it becouse we think il a weltregucted democracy: it is 

recommended to the good people of this Country: they are, through us, lo declare 
whether it be such a plan of goverment! at will establish and secure thelr freedom. 


Permit me to attend to what the honorable gentiernan, Mr. Henry, has said, He has 
expaliaied on the necessity of a due attention to certain maxms, to certain 
fundamental principles from which a free people ough! never to depart. [concur wih 
him in Ihe propriety of Ihe observance of such mandms. They are necessary in every 
Government, but more essential fo a democracy than to any offer. 


What are the foavorile ma@éns of democracy? A sirict observance of justice and public 





© Click the Review tab. 
© Click Protect. 


© Click Restrict Editing. 


Note: Depending on your screen resolution, you may or may not see Protect. 
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The Restrict Editing pane appears. 


© Select this option to limit document formatting to the styles you select (1 changes to 


). 
6 Click the Settings link. 


The Formatting Restrictions dialog box appears. 
Q Deselect the styles you want unavailable (4 changes to O). 


@ click OK. 


© Select this option to specify editing restrictions (1 changes to M). 


On the Federal Contadenn- John Marthall-theme.dece - Weed (Trial) 


nert Denign Leyout References Masbngt fesen vea O Tell me atst you want to d 


@ + ? < TT DS Smpie Mahe - 
ay + A a Smp. ® 
A ~ Ner LZ P how Mirbup * 


Seething 2 Germener 
ET) Theseuews 

ant e. Smot = Tranulete Language New elete Teck 
Iie Word Court Lookup - . Comment l 


Proateg mugre wrquage Consent 


On the Federal Constitution 


Delivered by John Marshall, Chie! Justice of the Supreme Court from 1801-35, on June 
10, 1788, in the Virginio Convention called fo ratify the Constitution of the United States. 


MR, CHAIRMAN, | Conceive thal Ihe object of Ihe discussion now before us b whether 
democracy or despoliem be mos! eligible. lam sure ihal those who framed Ihe system 
svmmitted lo our investigation, and those who now suppor il, intend the establishment 
and security of the former. The supporters of the Constitution claim the title of being frm 
friends of the —iberty and the rights of mankind. They say that they consider il as the best 
means of protecting liberty, We. sir, idolize Gemocracy. Those who oppose It have 
bestowed on monarchy. We prefer this system to any monarchy becouse we 
are cominced that It has o orecter tendency fo secure our Iberty and promote our 
happiness. We odmire it becouse we think it a webreguioled democracy: itis 
recommended to the good people of ths country: they are, through us. to declare 
whelhver it be such a pian of government as will establish and secure their freedom. 


Permit me to atlend to what the honorable gentleman, Mr. Henry, has said. He has 
epotioted on the necessity of a dve altention to certain madms, to certain 
fundamental principles from which o free peopte ough! never lo depart, | concur with 
him in the propriety of Ihe observance ofsuch manims. They are necessary in every 
goverment. bul more essential to a democracy than to any olher. 
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You can select parts of the document to make them available for editing. 


© Select this option to identify users who are allowed to edit the selected parts of the 


document (O changes to M). 


@ Click Yes, Start Enforcing Protection. 
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On the Federal Constitution 


Delivered by John Monnan: Chiel Antice of he Supreme Court from 1801-35, on June 


stench of fhe Rsertyona ina doh oferta ere a i the best 
means of protecting iberty. We. sir. idolite democracy. Those who oppose It have 
bestowed eviogivens on monarchy. We prefer Ihis system to any monarchy becouse we 
ore convinced that it has a greater tendency to secure our liberty and promote our 
hoppiness. We admire il becouse we think il a welbreguicted democracy: ili 
fecommended to the good people of ihis country: they ore, through us. lo Geciore 
whether li be such a plan of government as will establith ond secure their freedom. 


Permil me to atiend to what the honorable gentleman, Mr. Henry, has sak. He hos 
expatiated on the necessity of a due attention to certain madms, to cericin 
fundamental principles irom which a free people ought never to depart, | concur wih 
hin in the propriety of the observance of such mandms. They are necessary in every 
Qovermment!, bul more essential to a democracy than to any other. 
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®© In the Start Enforcing Protection dialog box, type a password, and then retype it. 


Note: If your computer uses Information Rights Management (IRM), you can opt to use 
User Authentication, which also encrypts your document; only users you specify can 
remove document protection. 


© click ox. 
(14, Click the Save button (B). 


Word protects the document and saves the protection. 


© Click x to close the Restrict Editing pane. 


How do I open a protected document and work in it? 


You open a protected document as you would open any document. Areas you can edit 
are highlighted. If you try to change an area that is not highlighted, a message appears in 
the status bar, explaining that you cannot make the modification because that area of the 
document is protected. Follow Steps 1 to 3 in this section to display the Restrict Editing 
pane, which contains only two buttons in a restricted document, and click Show All 
Regions I Can Edit to find areas you can change. To turn off protection, you need the 
protection password. 





Mark a Document as Final 


When you mark a document as final, Word makes the document read-only; you cannot 
make changes to it or inspect it. 


Marking a document as final is not a security feature; instead, it is a feature that helps you 
focus on reading rather than editing because it makes editing unavailable. If you want to 
focus on security, consider assigning a password to the document that others must supply 
to open the document. Alternatively, you can assign a digital signature to indicate that a 
document has not changed since you signed it, or you can restrict editing as described in 
the previous section, “Work with Protected Documents.” 


Mark a Document as Final 
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Mark the Document 


© click the File tab. 


Backstage view appears. 
© Click Info. 
© Click Protect Document. 


4) Click Mark as Final. 


A message explains that Word will mark the document as final and then save it. 


6 click OK. 
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© word saves the document and displays another message confirming that the document 
has been marked as final and editing commands are unavailable. If you do not want to 
see this message again, select this option (O changes to M). 


6 click OK. 


Backstage view highlights the Protect Document button in yellow to draw your 
attention. 


@ click the Back button (@). 


On the Federal Constitution 


Delivered by John Marshal, Chief Justice of the Supreme Court from 1801-1835, on June 
19. 1788, in the Virginio Convention caled fo raffy the Consfitufion of the United Stotes. 


NR. CHAIRMAN, Iconcelve that the object of the discussion now before us & whether 


democracy or despotiem be mos! eligible. 1am sure that those who framed the system 
submitted to our investigation, and those who now suppor! ll. intend Ihe establenment 
ond security of the former. Ihe supporters of the Constitution claim the title of being firm 
friends of the Iberty and the rights of mankind. They say that they consider ii as the best 
means of protecting liberty. We, sir, idoltte democracy, Those who oppose It have 
betiowed evlogiums on monarchy. We prefer Ihis system fo any monarchy becouse wa 
ore convinced that it has a greater lendency to secure our liberty and promote our 
happiness, We admire it because we think It a weltregquiated democracy: Itis 
recommended to the good people of Ihis Country: they are, through us, lo declare 
whellher ll be such a plan of government as will establéh and secure their freedom. 


Perma me fo ottend to what the honorable gentiemon, Mr. Henry, has said. He has 
e@=xpaticied on the necessily of a dve attention to cerlain maxims, to certain 
fundamental principles trom which a free people ought never to depart. Fconcurwih 
him in the propriety of Ihe observance of such maxims. They are necessary in every 
goverment, bul more essential to a democracy than to any other. 


What are the favorite maxims of democracy? A strict observance of itice and public 


faih and a steady adherence fo virus. These, sir, are the principles of a good 
government. No mischief. no misfortune, ough! fo deter us trom asiric! observance of 





Edit a Final Document 

O The document is now read-only. 

© Commands on the QAT become unavailable. 

© Word hides the Ribbon buttons because most editing commands are not available. 


O This yellow bar appears, indicating that the document has been marked as final. 


© Click Edit Anyway in the yellow bar at the top of the document. 
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On the Federal Constitution 


Delivered by John Marshall, Chief Justice of the Supreme Court from 1801-1835, on June 
10, 1788, in the Virginio Convention called fo ratify the Constifution of the United Skries. 


MR, CHARMAN, | conceive Ihol Ihe object of the Gecussion now before us is whether 
democracy or despotiem be most eligible. Lam sure that those who framed the system 
submitted fo our investigation, and those who now support it, intend the establishment 
ond security of the former. The supporters of the Coretitulion claim Ihe litle of being frm 
friends of fhe Bberty ond the rights of mankind, They say that they consider it as the best 
mears of protecting liberty. We, sir, idolize democracy. Those who oppose it have 
bestowed eviogiums on monarchy. We prefer this system lo any monarchy because we 
Ore Convinced that It hos a greater tendency to secure our liberty and promote our 


hoppiness. We admire it becouse we think it o welregulated democracy: iiis 
recommended io the good people of Ins country: they are, fhrough us, fo declare 
whether ll be such a plan of government os wil establish and secure their freedom, 


Permit me to attend to whal Ihe honorable gentleman, Mr. Henry, has said. He has 
expoticted on the necessity of a due attention fo certain manims, to certain 
fundamental principles from which a free people ough! never to depart. | concur wiih 
him in the propriety of the observance of such maxdns. They are necessary in every 
Qovemeient, but more essential lo a democracy than fo any olher. 


What are the favorite maxims of democracy? A strict observance of justice and public 





© Word no longer marks the document as read-only. 
O word redisplays and makes available all Ribbon buttons. 
Q QAT buttons are available. 


Can any user remove the “Marked as Final” status from a document? 


Yes. If you absolutely do not want others to edit or change your document, consider 
other security options. For example, you can restrict editing with a password but, if you 
mark the document as final, you cannot require a password to open the document. You 
also can consider saving your document as a PDF or XPS document, as described in the 
section “Save a Document in PDF or XPS Format.” 





Convert Word Documents from Prior Versions to 
Word 2016 


You can convert existing Word 97-Word 2003 documents to the new format introduced by 
Word 2007. You also can convert Word 2007, Word 2010, and Word 2013 documents to 
Word 2016 documents. 


It is helpful to convert documents created in older versions of Word to Word 2016 format 
when you want to take advantage of tools available in Word 2016 that are not in earlier 
versions of Word. For example, you can open a Word 2010 document that contains an 
image and you can move the image, but you will not see alignment guides during the 
move unless you convert the Word 2010 document to Word 2016. 


Convert Word Documents from Prior Versions to Word 
2016 





















On the Federal Constitution 


Oelvered by John Marshall, Chief Justice of the Supreme Court torn 1801-35, on June 
10, 1788, in the Virginia Convention called K ratify the Constitution of the United States. 


MR. CHAIRMAN, | conceive that the object of the Gacunion now Datore us à whether 
democracy or despotam be most eligible. | am sure that those who framed thesysiem 
submilled to our investigation. and those who now support it, intend the establishment and 
security of the former. The supporten of the Conatitution claim the tithe of being firrn frien 


of tive Eberly and the nights of monkind. They say hal Ihey corsicier if c the bes! means of 





protecting Iberly. We, sir, idolize democracy, Thote who oppose il have betlowed 
evlogiuirs on monarchy. We preter the stem fo any monarchy becowe we ore 
corwinced thal iha a greater tendency fo secure ow liberty and promote ourhoppinen. 
We admire it becavre we Ihink ii a wel-reguicted Gemocracy: it h recommended to the 
good people of the country: they cre, Ihrough ws, to declare wihellver it be sch o plan of 
goremment ci wil efableh ond recurre hei freacdom, 


Permit me to altend to whai the honorable gentleman, Me. Henry, tras said. He hos 
@paticted on the necenity of o due attention to certain mands, fo certain fundamental 
principles from which a free people ought never to deport, | concur with him in the 


propriety of fhe observance of such maxims. [hey are necessary in every government, Dut 
$ 


Ø Open any prior version Word document; this example uses a Word 2003 document. 


Note: See the sections “Open a Word Document” or “Open a Document of Another 
Format” for details. 


© in the title bar, Word indicates that the document is open in Compatibility Mode. 


© click the File tab. 
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Info 


On the Federal Constitution by John Marshall 


Documents » Office 2016 Date » Word Stuff 


Compatibility Mode Properties * 
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Pages 
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Words me 
Total Edaing Time 1 Minute 
Title Add 2 title 


& Protect Document 


Tagi Add a tòg 
Control what type: of changes people can make to the document. 5 
Protect Commerts Add comenenti 
Dotumert » 


Related Dates 

Last Modded T2/1/2002 1:51 PM 
Inspect Document Created 12/1/2082 1:51 PM 
Before publishes this file, be pasare that £ Contes; Last Printed 
* Document properbes ad avthor's name 


© Content that cannot be checked for eccesubibty neues because of 
iat l 
the current file type Related People 


Manage Document 
Check in, check ut, asd recover unsaved changes 


> There pe no wniaved changes. 





Backstage view appears. 
© Click Info. 
© Click Convert. 


Microsoft Word 


Your document will be upgraded to the newest file format. 


While you'll get to use all the new features in Word, this may cause minor layout changes, If you prefer not to upgrade, press cancel. 


Converting allows you to use all the new features of Word and reduces the size of your file. This document will be replaced by the 
converted version, 


B (_] Do not ask me again about converting documents 





Word closes Backstage view and displays a message indicating it will convert the 
document to the newest file format. 


Or you do not want to view this message in the future when you convert documents, 
select this option (O changes to M). 


6 click OK. 
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© Word converts the document and removes the Compatibility Mode indicator from the 
title bar. 


Q Click the Save button (B). 
The Save As dialog box appears. 
O word suggests the same filename but the new file format extension (.docx). 


(7) Click Save. 


Word saves the document in Word 2016 format. 


Do I need to convert my documents from earlier versions of Word before 
I work on them in Word 2016? 


No. You can work on a document created in an older version of Word and even 
incorporate Word 2016 features not available in earlier versions of Word. You only need 
to convert documents in which you expect to include features available only in Word 
2016. Also note that, if you use the Save As command while working in an older version 
document, Word prompts you to convert the document to the Word 2016 format using 
the Convert command as described in this section. 





CHAPTER 3 
Editing Text 
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Active Young Adult - Twenty to twenty-four years old. This is a small segment. 
approximately 5,500 people, but these individuals tend to be very active, Participating in 
sports is still a social activity for this primanly single group. Baseball, Basketball, 
Softball, Soccer, and Flag Football leagues are popular with this age 


Adults/Participant - Twenty-five years old and above This segment can be divided best 
by income level 


An active, upper income partitpant will look for quality, name-brand footwear based 
upon the sport that requires the purchase. These adults are willing to pay a higher price 
for anew style or features they deem are important 


The active middle income participant will again lock for a quality shoe at a competitive 
price. This group may not require the newest style, but still wants good quality with basic 
features forthe sport they participate in 
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After you know how to navigate around Word, it is time to work with the text that you 
type on a page. In this chapter, you learn editing techniques that you can use to change 
text in documents you create. 


Insert Text 

Delete Text 

Insert Blank Lines 

Undo Changes 

Select Text 

Mark and Find Your Place 

Move or Copy Text 

Share Text Between Documents 
Move or Copy Several Selections 
Take Advantage of Paste Options 


Switch Document Views 


Understanding Document Views 





Insert Text 


Word makes typing easy; you can quickly type a letter, memo, or report in Word. You can 
insert text into a document by adding to existing text or replacing existing text. By default, 
Word is set to Insert mode; when you start typing, Word moves any existing text to the 
right to accommodate the new text. In Overtype mode, Word replaces existing text to the 
right of the insertion point, character for character. If you have set up Word to toggle 
between Insert mode and Overtype mode, you can press M to switch between Insert and 
Overtype modes. 


Insert Text 
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specifically Word 2016 and Excel 2016. 
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Insert and Add Text 


a] Click the location where you want to insert text. 
The insertion point flashes where you clicked. 
You can press D, 5, D, or D to move the insertion point one character or line. 


You can press [=%)+ {3 or E0 +A to move the insertion point one word at a time to the 
right or left. 
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Thank youfor selecting Marmel Enterprises, LUC to assist youin using some of your Office products, 


specifically Word 2016 and Excel 2016. 
As we agreed, training basses will be held as follows: 


Class 3 
Class 2 


October 15 
October 


O Type the text you want to insert. 





Word inserts the text to the left of the insertion point, moving existing text to the right. 
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Insert and Replace Text 
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Track Change 


© Position the insertion point where you want to replace existing text. 


O Right-click the status bar. 


© Click Overtype to display a check beside it. 


© an indicator appears in the status bar. 


© Click the indicator to switch to Overtype mode. 
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Thank youfor selecting MarmelEriterprises, LLC to assist your using some of your Office products, 
specifically Word 2016 and Excel 2016. 
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© The indicator switches to Overtype. 





Note: Each time you click the indicator, you switch between Overtype and Insert mode. 


6 Type the new text. 
As you type, Word replaces the existing text with the new text you type. 


How can I use the keyboard to control switching between Insert mode 
and Overtype mode? 


Perform the steps that follow: Click the File tab and click Options to display the Word 
Options dialog box. Click Advanced and select Use the Insert key to control overtype 
mode (O changes to 4). Click OK, and then press m5. Word switches between Insert 
mode and Overtype mode. 





Delete Text 


When you make a mistake or simply change your mind about text you have already typed, 
you can easily remove the text from your document. Whether you have a large or a small 
amount of text to remove, you use either E5 or on your keyboard. This section 
demonstrates how to remove one character at a time. Note that when you need to delete a 
larger amount of text, you do not need to remove it one character at a time, but you use the 
same basic technique demonstrated here. 
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Using the Delete Key 


© Click to the left of the location where you want to delete text. 
The insertion point flashes where you clicked. 
You can press D, ©, D, or & to move the insertion point one character or line. 


You can press m+ or E0 +A to move the insertion point one word at a time to the 
right or left. 


© Press [= on your keyboard. 
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© word deletes the character immediately to the right of the insertion point. 


You can press and hold to repeatedly delete characters to the right of the insertion 


point. 


You can press E+E to delete the word to the right of the insertion point. 
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Using the Backspace Key 
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© Click to the right of the location where you want to delete text. 


The insertion point flashes where you clicked. 


2) Press on your keyboard. 


Asbbede Asabe AaBbC AabbCc 
TNorma TNo Spe gt Hesóng ] 


September 3, 7016 


Jane Smith 
Memorial Sprinklers, LLC 


4816 Memorial Hwy., Suite 200 
Phoenix, AZ 85000 


Dear Ms, Smith 


Thank youfor selecting MarmelEnterprises, LUC to assist youin using ne of your Office products, 
specifically Word 2016 and Excel 2016. 


As we agreed, training dasses will be held as follows 


Cass i October 15 
Class 2 





© word deletes the character immediately to the left of the insertion point. 


You can press and hold to repeatedly delete characters to the left of the 
insertion point. 


You can press E+E to delete the word to the left of the insertion point. 


Do I have to delete a large block of text one character or one word at a 
time? 


No, and in fact, to work efficiently, you should not delete a large block one character or 
word at a time. You can select the block of text and then press either E75 or LEST; 
either key deletes selected text. For details on selecting text, see the section “Select 
Text,” later in this chapter. 


What should I do if I mistakenly delete text? 


You should use the Undo feature in Word to restore the text you deleted. For details on 
how this feature works, see the section “Undo Changes,” later in this chapter. 





Insert Blank Lines 


You can insert blank lines in your text to signify new paragraphs by inserting paragraph 
marks or line breaks. Word stores paragraph formatting in the paragraph mark, which you 
can display by clicking the Show/Hide button (1) on the Home tab. When you start a new 
paragraph, you can change the new paragraph’s formatting without affecting the preceding 
paragraph’s formatting. 


You use line breaks to start a new line without starting a new paragraph; typically, when 
you type the inside address of a letter, you use line breaks. For more information on styles 
and displaying paragraph marks, see Chapter 6. 


Insert Blank Lines 
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Start a New Paragraph 
© Click where you want to start a new paragraph. 
2) Press GEG. 


© Word inserts a paragraph mark and moves any text to the right of the insertion point 
into the new paragraph. 


© Repeat Steps 1 and 2 for each blank line you want to insert. 


10t- Enter Text. doce - Word (Trial) 


1% aaben astoen AaBbC AabbCe! 


TNormal | TNo Spat- Heading? Heading? 


September 3, -20164 
9 


JaneSmitive 

Memorial Sprinklers, LLCe 

4816 Memonal Mwy, Sute200e 
Phoenix, AZESO00G 


Dears Smeth: G 


Thank-youforselecting Marmetinterpmses AL Cto-assist youmutngtomeot-your Office products,- 
speotically Word 2016 and-£xceb2016.¢ 


Asweagreed, trainingclasses-will beheld asfotiows:G 


<+ Cassi - Octobar ISe 
- ass? + November-2 
9 





Insert a Line Break 
© Click where you want to start a new paragraph. 


© Press G+ Gay. 


© Word inserts a line break. 


Note: Any text on the line to the right of where you placed the insertion point in Step 1 
moves onto the new line. 


Undo Changes 


You can use the Undo feature to reverse actions you take while working in a document. 
For example, suppose that you accidentally delete text that you meant to keep. In this case, 
you can use the Undo feature to recover the text you accidentally deleted. 


You also can use the Undo feature to remove formatting you might have applied, 
particularly if you decide that you do not like the look of the formatting. Rather than take 
steps to remove the formatting, simply undo your actions. 


Undo Changes 
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Note: The position of the insertion point does not affect using the Undo feature. 


© Click the Undo button (% -). 
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© Word reverses the effects of the last change you made. 
You also can press [=%)+{§ to reverse an action. 


Note: You can repeatedly click the Undo button (© -) to reverse each action you have 
taken, from last to first. 


Oe you decide not to reverse an action after clicking the Undo button (® -), click the 
Redo button (e), which reverses the action of the Undo button (6 -). 


Select Text 


Before performing many tasks in Word, you identify the existing text on which you want 
to work by selecting it. For example, you select existing text to underline it, align it, 
change its font size, or apply color to it. 


You can take advantage of shortcuts using the keyboard and the mouse together to select a 
word, a sentence, or your entire document, and the text you select does not need to appear 
together in one location. If you like to keep your hands on the keyboard as much as 
possible, you can select text using only the keyboard. 
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Select a Block of Text 
© Position the mouse (Ù) to the left of the first character you want to select. 


© Click and drag to the right and down over the text you want to select and release the 
mouse button. 


© The selection appears highlighted, and the Mini Toolbar appears. 


Note: This example hides the Mini Toolbar so that you can see the beginning and end of 
the selection. 


To cancel a selection, you can click anywhere on-screen or press D, D, D, or ©. 
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Select a Word 


© Double-click the word you want to select. 


© Word selects the word, and the Mini Toolbar appears. 
You can slide the mouse ({}) away from the Mini Toolbar to make it disappear. 


Note: See Chapter 1 for details on using the Mini Toolbar. 
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Select a Sentence 
© Press and hold 3. 


2] Click anywhere in the sentence you want to select. 


© Word selects the entire sentence, and the Mini Toolbar appears. 
You can slide the mouse (i) away from the Mini Toolbar to make it disappear. 


Note: See Chapter 1 for details on using the Mini Toolbar. 
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Cass 3 


Please be aware that these programs are multi-faceted and canbe used in different ways by ifferent 
people. Because each user can use each program differently, please understand thefollowngin 
retaining Marmel Enterprises, LUC 





Select the Entire Document 
© Click the Home tab. 

2] Click Select. 

© Click Select All. 


(D) Word selects the entire document. 
You also can press and hold Œ and press M to select the entire document. 


To cancel the selection, you can click anywhere. 





Can I select text using the keyboard? 


Yes. Press and hold @77 while pressing D, ©, D, or D. You also can press Em+E7 to 


select, for example, several words in a row. If you press and hold Em +E while 
pressing © five times, you select five consecutive words to the right of the insertion 
point. 


How can I select noncontiguous text? 


You select the first area using any of the techniques described in this section. Then press 
and hold ÆJ as you select the additional areas. Word selects all areas, even if text 
appears between them. 





Mark and Find Your Place 


When you want to mark your place in a document as you edit it so that you can easily 
return to it later, you can use the Bookmark feature. You can also use bookmarks to 
identify text that, for example, you plan to change but do not have the time to do so at the 
present. You can place the text in a bookmark so that you can easily locate it when you do 
have time to change it. 


Bookmark indicators do not appear by default, but you can choose to display them as 
shown in this section. Bookmark indicators do not print. 


Mark and Find Your Place 
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Dear Ms. Smith 


Thank youfor selecting Marmel Enterprises, LUC to assist youin using some of your Microsoft Office 
products, specfically Microsoft Word 2016 and Microsoft Exce! 2016. Manmel Enterprises, LLC looks 
forwardto helping you choose how best to usethese programsto meet your needs andto possibly 


provide support for Microsoft Project as well 
As we agreed, training classes will be held as follows 


Class i December $ 

Cass 2 December 9 

Class 3 December 10 
Please be GQ: sare multi-faceted andcanbe usedin déferent ways by afferent 
people, Because e can use each program differently, please understand the folowing in 


retaining Marmel Enterprises, LLC 





Mark Your Place 


© Click the location you want to mark. 


Note: If you select text instead of clicking at the location you want to mark, Word creates 
a bookmark containing text and names it using the text you select. 


© Click the Insert tab. 
© Click Links. 
4) Click Bookmark. 


Bookmark 


Bookmark name: 
LastSpot 


Sort by: @) Name 
©) Location 


[ ] Hidden bookmarks 





The Bookmark dialog box appears. 
B Type a name for the bookmark. 


Note: Do not include spaces in a bookmark name. 


Q click Add. 


Word saves the bookmark and closes the Bookmark dialog box. 
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provide support for Microsoft Project as well 
As we agreed, training classes wil be held as follows: 


Class 1 December 8 
Cass? December 9 
Class 3 December 10 


Pieate be awarethat these programs are multi-faceted and can be usedin déferent ways dy different 
people. Because each user can use each program differently, please understand the following in 
retaining MarmelErnterprises, LUC 





Find Your Place 
© Click the Home tab. 
© Click ~ beside the Find button. 


© Click Go To. 
The Go To tab of the Find and Replace dialog box appears. 


0 Click Bookmark. 
© Click v, and select a bookmark. 
Q Click Go To. 
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© Word moves the insertion point to the bookmark. 
Note: If the bookmark contains text, Word selects the text in the bookmark. 


Q Click Close, or press =. 
Word closes the Find and Replace dialog box. 


How can I display bookmarks in my document? 


Perform the steps that follow: Click the File tab and then click Options. In the Options 
dialog box, click Advanced. In the Show Document Content section, select Show 
bookmarks (O changes to M). Click OK, and Word displays open and close brackets 
representing the bookmark. A bookmark that marks a location looks like an I-beam (1). 





Move or Copy Text 


You can move information in your document by cutting and then pasting it. You also can 
repeat text by copying and then pasting it. For example, you might cut or copy information 
in a document and paste it elsewhere in the same document. 


When you move text, the text disappears from the original location and appears in a new 
one. When you copy and paste text, it remains in the original location and also appears in 
anew one. You can move or copy information in two ways: using buttons on the Ribbon 
or using the drag-and-drop method. 


Move or Copy Text 
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Memorial Sprinklers, LEC 

4816 Memorial Hwy., Sute 200 
Phoenix, A285000 


Dear Ms. Smith 


Thank youfor selecting Marmel Enterprises, LLC to assist youl using some of your Microsoft Office 
products, specfically Microsoft Word 2016 and Microsoft Exce! 2016 


As we agreed, training classes will be held as follows: 
Class 1 December 3 


Class 2 December 9 
Class 3 December 10 


Marmel Enterprises, LLC looks forward to helping you choose how best to use these programsto meet 
your needs andto possibly provide support for Microsoft Project as well. Please be aware that these 


programs are multi-faceted and can be used in differert ways by different people. Because each user 


can use each program differently, please understand the following in retairang Marmet Enterprises, LLC 


© Because you are best quaifiedto assess your business and your needs, itis your responsibilty to 
decade what information you desire from these programs and how these programs should be used 
in your office to sut your purposes best, The accuracy of the information you receive from these 
programs is entirely dependert onthe accuracy of the data that you enter into them 





Using Ribbon Buttons 


© Select the text you want to move or copy. 


Note: To select text, see the section “Select Text.” 
© Click the Home tab. 


© To move text, click the Cut button (%); to copy text, click the Copy button (€). 


Note: If you cut text, it disappears from the screen. 
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Thank youfor selecting MarmelErterprises, LLC to as: using some of your Mxrosott Office 
products, spect ically Microsoft Word 2016 and M Marmet Erterpries, LLC looks 
forwardto helping you choose how Dest to use these stomeet your needs andto possibly 


provide support for Microsoft Project as well. 
A Cot- 
As weagreed, training classes wil beheld as fusuews 
Class 1 December 3 
Class 2 December 9 
Class 3 December 10 


Pieate be aware that these programs are multtaceted and can de usecin different ways by diferent 
people. Because eachuser can ute each program differently, please understand the fofowingin 
retaining Marmel Enterprises, LUC 


© Because yousre best qualfiedto assess your butiness and your needs, itis your responshiltyto 
Gecide what information you desire from there programs and how these programs shouldbe used 
in your office to sUR your purposes best. The accuracy of the information you receive from these 
programsis entirely dependent onthe accuracy of the data that you erter into them. 





© Click to place the insertion point at the location where you want the text to appear. 


O Click the Paste button. 


O The text appears at the new location. 


Select Text. docs - Word (Thai) 
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Dear Ms. Smith: 
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= ase be aware that these programs are multi-faceted and canbe usedin déferert ways by diferent 
people. Secaute each user can use each program diterertiy, pieste understand the followingin 
retaining Marmel Enterprises, LLC 


o Because youasre best qualtiedto assess your business and your needs, itis yourresponsibiityto 
deade what information you desrefrom these programs and how these programs should be used 
in your office to sum your purposes best. The accuracy of the information youreceive from these 
Programs is ertiretly dependert onthe accuracy of the data that youerter into them. 





Drag and Drop 


© Select the text you want to move or copy. 


@ Position the mouse over the selected text (1 changes to [). 


© Either move or copy the text. 
To move text, drag the mouse ([» changes to ẹ). 


To copy text, press and hold @j and drag the mouse (|» changes to è). 


% >» š Select Text doce » Word (Trial) D - (zd x 
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Dear Ms. Smith: 


Thank youfor selecting Marmel Enterprises, LLC to assist youl using some of your Microsoft Office 
products, specfically Microsoft Word 2016 and Microsoft Excel 2016. 


As we agreed, (raining asses will be held as follows: 


Class 1 December ð 
Class 2 December 9 
Class 3 December 10 


O~ Emenprises, LLC looks forward to helping you choose how Dest to use these programs to meet 
your needs and to possibly provide support for Microsoft Project as well Please be aware that these 
programs sre multi-faceted and can be used in different ways by diferent people, Because each user 


can use each program d#ferently, please understand the following in retaining Marmel Enterprises, LLC 


© Because you are best qualified to assess your business and your needs, itis your responsibilty to 
decide what information you desire from these programs and how these program s should be used 


in your office to sut your purposes best. The accuracy of the information yourecetve from these 
programs is entirety dependert onthe accuracy of the data that youenter into them, 


O The text appears at the new location. 


Can I can move or copy text using menus? 


Yes. Select the text that you want to move or copy, and then right-click it. The context 
menu and the Mini Toolbar appear; click Cut or Copy. Then place the insertion point at 
the location where you want the text to appear, and right-click again. From the context 
menu, click Paste. 


Can I copy or move information other than text? 


Yes. You can copy or move any element that you can select, such as text, pictures, tables, 
graphics, and so on. You also can copy or move text from one Word document to 
another; see the next section, “Share Text Between Documents.” 





Share Text Between Documents 


You can move or copy information both within the current document and between two or 
more documents. For example, suppose that you are working on a marketing report and 
some colleagues provide you with background information for your report. You can copy 
and paste the information from the colleagues’ documents into your document. 


Any text that you cut disappears from its original location. Text that you copy continues to 
appear in its original location and also appears in the new location you choose. 


Share Text Between Documents 
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Phoenix, AZ 85000 


Dear Ms. Smith 


Thank youtor selecting Marmel Enterprises, LLC to assist pouin using some of your Microsoft Office 
products, spectfically Microsoft Word 2016 and Microsoft Exce 2016. 


As we agreed, (raining asses will be held as follows 


Classi 
Cass? 
Class 3 
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your needs and topossibty pram 
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© Open the documents you want to use to share text. 


(2) Select the text you want to move or copy. 


Note: For details on selecting text, see the section “Select Text.” 
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Dear Ms. Smith 


Thank youfor selecting MarmelEnterprises, LLC to assist youn using some of your Microsoft Office 
products, specifically Microsoft Word 2016 and Microsoft Excel 2016. 


AS we agreed, training asses will be held as follows: 


Cassi 

Class? 

Cass3 
MarmelEmerprises, LLC looks forward to helping 
your needs and topossibly pram 
programs sre muhi-faceted 
can use each program difere 


e Because youare best qual 
decide what information y! 
in your office to sut your, 
programs is entirety dep 





© Click the Home tab. 
© Click the Cut button (%) to move text, or click the Copy button (=) to copy text. 


B Switch to the other document by clicking its button in the Windows taskbar. 
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The other document appears. 


Q Place the insertion point at the location where the text you are moving or copying 
should appear. 


7) Click the Paste button. 
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December ô 
December 9 
December 10 


Why do I see a button when I paste? 


Word displays the Paste Options button (+=) to give you the opportunity to determine 
how to handle the formatting of the selection you are pasting. See the section “Take 
Advantage of Paste Options” for details on how to use Paste options. 


What format will Word use by default for text I paste? 


The default appearance of pasted text depends on options set in the Word Options dialog 
box. To view or set the default appearance, click the Paste Options button (+=), click 
Set Default Paste to display the Word Options dialog box, and set options in the Cut, 
Copy, and Paste section. 





Move or Copy Several Selections 


Using the Office Clipboard, you can move or copy several selections at the same time. 
The Office Clipboard is the location where Word stores information you cut or copy until 
you paste it. By default, Word stores only the last information you cut or copied, making 
only that information available when you paste. However, if you open the Office 
Clipboard, Word can save up to the last 24 selections that you cut or copied. You can paste 
the items from the Office Clipboard into a single document or multiple documents in any 
order you want. 


Move or Copy Several Selections 
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Creating a Business Plan for a Startup Business 


‘The business plan conet» of a narative and several Gnanceal wodehert: The naratwe w the body of the 
business plan, divided into several sortons Work through the sections in any order that you want, except fos 
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asmooth- doug narrative 
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things through thoroughly, study and cesearch if you are not suse of the facts, and look at your seas camcalhy 
Te takes tre now, but avoids costly, pethape chs actrous, nemtakes Later 


This bunmess plans a genene model sutable for al types of busnetses. However, you should modiy £to 
suit your partrular circumstances. Before you begn, new the section titled yey t Pin found at the end 
It suggests emphasing cetan amas depending upon your type of burmess (manufactanng, setal serica, 
ete). Tt abo has tps for Énetusing your plan to make an effective presentation to investos ot bankes. If 
the wiry you're creating your plan, pay particular attention to your watng style You wall be padged by the 





qualty and appearance of your work as wll æ by your idea 





a] Click the Home tab. 
2] Click the Clipboard group dialog box launcher (=). 
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O The Office Clipboard pane appears. 


Note: If you cut or copied anything prior to this time, an entry appears in the Clipboard 
pane. 


© Select the text or information you want to move or copy. 


© Click the Cut button (%) or the Copy button (®). 


O an entry appears in the Clipboard pane. 
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B Repeat Steps 3 and 4 for each selection you want to move or copy. 


© Word adds each entry to the Clipboard pane; the newest entry appears at the top of the 
pane. 
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Q Click in the document or in a different document where you want to place text you cut 
or copied. 


7 Click a selection in the Clipboard pane to place it in the document. 
O The entry appears in the document. 
© Repeat Steps 6 and 7 to paste other items from the Clipboard. 


Gir you want to place all the items in one location and the items appear in the Clipboard 
pane in the order you want them in your document, you can click Paste All. 





Why does a down arrow appear when I point at an item in the 
Clipboard pane? 


If you click ~, a menu appears. From this menu, you can click Paste to add the item to 
your document, or you can click Delete to remove the item from the Clipboard pane. 


Must I display the Office Clipboard to collect copied elements? 


No. Click the Options button at the bottom of the Clipboard pane, and then click Collect 
Without Showing Office Clipboard. As you cut or copy, a message appears in the 


lower right corner of your screen, telling you how many elements are stored on the 
Office Clipboard. You must display the Office Clipboard to paste any item except the 
one you last cut or copied. 





Take Advantage of Paste Options 


Sometimes, when you move or copy information, the formatting at the original location is 
not the formatting that you want to use at the destination location. Using Paste Options, 
you can choose the formatting Word applies to the selection at its new location. You can 
preview the formatting for a particular paste option without actually applying that 
formatting. The formatting options available depend upon the information you copy. This 
section shows how to paste information from an Excel workbook into a Word document; 
in this scenario, you see several options that might not appear if you paste information 
from one Word document to another. 


Take Advantage of Paste Options 





© Make a selection; this example uses an Excel spreadsheet selection, but you can select 
text in a Word document. 


2] Click the Copy button (®) or the Cut button (x). 
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6 Month Sales Figures for 2016 
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Gadgets 9 9 9 9 $ 
Sedgets $ 
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Total Sales 441 2 $ 





© Position the insertion point in your Word document where you want to paste the 
information. 


4 ) Click the bottom half of the Paste button. 
Q Buttons representing paste options appear. 


© To preview formatting for the selection, point at the Keep Source Formatting button ( 
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Q To preview formatting for the selection, point at the Use Destination Styles button (® 
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127 135 3 152 $044 
149 163 9 + 198 $1,074 
189 203 $1,110 
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Total Sales 





i To preview formatting for the selection, point at the Keep Text Only button (*). 


© Click a Paste Options button to paste the selection and specify its format in your 
Word document. 





What do the various Paste Options buttons mean? 


Button 


Function 


Uses the formatting of the 
selection you copied or cut. 


Formats the selection using 
the style of the location 
where you paste the 
selection. 


Uses the formatting of the 
selection you cut or copied 
and links the selection at the 
new location to the selection 
at the original location. 


Button 


Function 


Formats the selection using 
the style of the location 
where you paste the 
selection and links the 
selection at the new 
location to the selection at 
the original location. 


Formats the selection as a 
graphic that you cannot edit 
in Word. 


Applies no formatting to 
the selection; only text 
appears. 


Switch Document Views 


You can view a document five ways. The view you use depends entirely on what you are 
doing at the time; select the view that best meets your needs. For example, if you are 
working with a long document that has headings and sub-headings, and you want to work 
on the document’s organization, Outline view might work best for you. On the other hand, 
if you are reviewing a document, consider Read Mode view, which has been updated to 
support tablet PC motions. 


For more on the various views, see the next section, “Understanding Document Views.” 


Switch Document Views 
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1.0 Executive Summary 


The Athletic Shoe store in Bay Panes Square will become the athletic footwear 
headquarters forthe City of Pinetree, FL 


There are 35,000 school-aged children, of whach over 15,000 participate in the city's 20 
structured athletic programs. There are 29 schools, with varying degrees of athletic 
programs, within three miles of the proposed location 


There are 68,000 adults between the ages of 20 and 54 within three miles of the center 
The 20 to S4 age group represents the predominant age of Flonda’s ranning community 
In January's Commusity Marathon & 1/2 Marathon in Orlando, there were approximately 
250 pærticipants from Pinetree, Coconut Creek, and Parkland. That is just an example of 
the abundance of dedicated runners in the community There are no stores in Pinetree 
which offer a collection of “serous” running shoes, or offer the novice or “less serous” 
runner a quality selection and education on the proper style, fit, and sizing for thei needs 


The Athletic Shoe will focus on the above two market segments. By captunng those 
prmasy customers, the balance of rendents with sports shoe needs will be drawn tous, 
the obvious headquarters for athletic footwear 


The store will be located at the intersection of University Drive and Wiles Road. The key 
cotenants are Fresh Market, Bed Bath & Beyoud, Blockbuster Video, Play It Agæn 
Sports (hey donot sell athletic shoes), a 10,000 sq ft. daycare center, a children’s and 
young men’s specialty clothing store. a learning center, four restaurants, and several other 
youth-oriented businesses. At the tame intersection are Kmart, Stenmart, Winn Dixie, 





© Click the View tab. 


2) Click one of the buttons in the Views group on the Ribbon: Read Mode, Print 
Layout, Web Layout, Outline, or Draft. 


* 4.0 Executive Summary 
* 1.1 Objectives 
* 1.2 Mission _ 





* 2.1 Start-up Summary 

* 3.0 Products 

* 4.0 Market Analysis Summary 
+ 4.1 Market Segmentation 


* 4.1.4 Runners 
* 4.1.2 Non-runners 


+ 4.2 Target Market Segment Strategy 
* 4.3 industry Analysis 
* 5.0 Strategy and Implementation Summary 








* 5.2 Sales Strategy 
* 6.2.1 Sales Forecast 

+ 6.0 Management Summary 

+ 6.1 Personnel Pian 
* 7.0 Financial Plan 

è 7.1 Important Assumptions 

* 7.2 Projected Profit and Loss 
è 7.3 Break-even Analysis 
+ 
+ 





7.4 Projected Cash Fiow 


7 & Pmiected Ratance Sheet 








Word switches your document to the view you selected. 


Note: In this example, the document switches from Print Layout view to Outline view, 
showing four outline levels, each representing a heading style. 


© Outline view displays its own tab of outline-related tools. 


© Buttons for three of the views also appear at the right edge of the status bar; position 
the mouse (È) over each button to see its function, and click a button to switch views: 


— Read Mode 
=| — Print Layout 
— Web Layout 


Understanding Document Views 


You can control the way that you view your document by choosing from five different 
views: Read Mode, Print Layout, Web Layout, Outline, and Draft. 


Read Mode View 


1.0 Executive Summary 


Read Mode view, which supports tablet motions, optimizes your document for easier 
reading and helps minimize eyestrain when you read a document on-screen. This view 
removes most toolbars. To return to another view, click View and then click Edit 
Document or press E5. 





Print Layout View 


1.0 Executive Summary 





Print Layout view presents a “what you see is what you get” view of your document. In 
Print Layout view, you see elements of your document that affect the printed page, such 
as margins, headers, and footers. 


Web Layout View 
1.0 Executive Summary 


Web Layout view is useful when you are designing a web page because it displays a 
web page preview of your document. 





Draft View 


1.0 Executive Summary 





Draft view is designed for editing and formatting; it does not display your document the 
way it will print. Instead, you can view elements such as the Style Area — which shows 
the formatting style for each paragraph — on the left side of the screen, but you cannot 
view certain document elements such as graphics or the document’s margins, headers, 
and footers. 


Outline View 


© 1.0 Executive Summary 
© 1.1 Objectives 
© 1.2 Mission 

© 2.0 Company Summary 


© 2.1 Start-up Summary 


® 3.0 Products 
© 4.0 Market Analysis Summary 


© 4.1 Market Segmentation 


Outline view helps you work with the organization of a document. Word indents text 
styled as headings based on the heading number; you can move or copy entire sections 
of a document by moving or copying the heading. You also can display the Style Area, 
as shown here. 





Work with the Navigation Pane 


If you are working with a very long document, using the scroll bar on the right side of the 
screen or the Page Up and Page Down keys on your keyboard to locate a particular page in 
that document can be time-consuming. To rectify this, you can use the Navigation pane to 
navigate through a document. This pane can display all the headings in your document or 
a thumbnail image of each page in your document. You can then click a heading or a 
thumbnail image in the Navigation pane to view the corresponding page. 


Work with the Navigation Pane 


4.0 Executive Summary 


The Athletic Shoe store in Bay Pines Square will become the athletic footwear 
headquasters forthe City of Pinetree, FL 


There are 35,000 school-aged children, of which over 15,000 participate in the city's 20 
structured athletic programs There are 29 schools, with varying degrees of athletic 
programs, within three miles of the proposed location 


There are 68,000 adults between the ages of 20 and 54 within three miles of the center 
The 20 to 54 age group represents the predominant age of Florida's running community 
In January's Commumty Marathon & 1/2 Marathon m Orlando, there were approximately 
250 participants from Pinetree. Coconut Creek, and Parkland. That is just an example of 
the abundance of dedicated runners in the community. There are no stores in Pinetree 
which offer a collection of “senous* running shoes, or offer the novice or “less serous" 
runner a quality selection and education on the proper style, fit, and sizing for thew needs 


The Athletic Shoe will focus on the above two market segments. By capturing those 
primacy customers, the balance of rendents with sports shoe needs will be drawn to us, 
the obvious headquarters for athletic footwear 


The store will be located at the intersection of University Drive and Wiles Road. The key 
cotenants are Fresh Market, Bed Bath & Beyond, Blockbuster Video, Play It Agan 
Sports (they donot sell athletic shoes), a 10,000 sq ft daycare center, a children’s and 
young men’s specialty clothing store, alearnsng center, four restaurants, and several other 
youth-orvented businesses. At the same intersection are: Kmart, Stemmart, Winn Duce, 





Navigate Using Headings 


Note: To navigate using headings, your document must contain text styled with Heading 
styles. See Chapter 6 for details on styles. 


© Click the View tab. 


© Select Navigation Pane (O changes to M). 
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4.0 Executive Summary 


‘The Athletic Shoe store un Bay Pines Square will become the athletic footwear 
headquarters forthe City of Pinetree, FL 


There are 35,000 school-aged children, of which over 15,000 partetipate m the city's 20 
structured athletic programs There are 29 schools, with varying degrees of athletic 
programs, withen three miles of the proposed location 


There are 68,000 adults between the ages of 20 and 54 within three males of the center. 
The 20 to 54 age group represents the predominant age of Flonda's ranning commvanity 
In Jawoary’s Coenmunsty Marathon & 1/2 Marathon in Orlando, there were apprommately 
250 participants from Pinetree, Cocoanut Creek, asd Parkland That is gust an example of 
the abundance of dedicated runners in the commusaty There are no stores in Pinetree 
which offer a collection of “senous" runsing shoes, or offer the novce or "less sencus’ 
munner a quality selection aad education on the proper style, fit. and sizing for ther seeds 


The Athletic Shoe will focus cn the above two market segments By capturing those 
prmay customers, the balance of residents with sports shoe needs will be drawn to us, 
the obvious headquarters for athletic footwear 


The store will be located at the intersection of Univeraty Dave and Wiler Road. The key 
co-tenants are Fresh Market, Bed Bath & Beyond, Blockbuster Video. Play It Again 
Sports (they donot sell athletic shoes), a 10,000 sq ft daycare center, a children’s and 
young men's specialty clothing store, a leaning center, four restasrants, and several other 


youth-onented busnesses At the same intersection are 





Kant. Sanma Wien Dixie, 


O The Navigation pane appears. 
Q Heading 1 styles appear at the left edge of the Navigation pane. 
© Word indents Heading 2 styles slightly and each subsequent heading style a bit more. 


O This icon (4) represents a heading displaying subheadings; you can click it to hide 
subheadings. 


© This icon (+) represents a heading hiding subheadings; you can click it to display 
subheadings. 


Home intent Bengn 
-3a > 
i] 5 
Read Prot Web 


Moce Layout Lypout 


viran 


Navigation 


ach document 


Headings Pages Results 


4 1Oimewive Sumeniry 
1.7 Objectives 
1.2 Mosion 
20 Compary Summary 
2.1 Start-up Summary 
3.0 Products 
AO Market Anshis Sunmary 
4 4) Market Segmentation 
ALI Runners 
41.2 Non runners 
42 Target Market Segment Arrate.. 
43 Industry Analysis 
5.0 Strategy and inglementaton Su 
5.1 Competitive Edge 
4 52 Sales Srategy 
5.2.1 Sales Forecast 
60 Management Summary 
61 Peronnel Pian 
7.2 Financial Pisn 
7.1 Important Astuergtions 
7.2 Projected Profit and Loss 
7.3 Break -even Analyse 


| E Oxtine Pie 
© Bonn Grdhews 


A Nevgation Pane 


Business Plan- Views. doc - Woed (Thal) 


Layo References Marlengi Review 


Q ry C] One Page 
= OD Multiple Pager 
Zoom 100% 


New Asrenge Spit Swatch Macrot 
— í t Pos 


Widow Al Windows > od 


Window Moco 


oe: o cater and Implementation Summary 


The Athletic Shoe uses a strategy of providing a service tothe entire market. While we 
will focus on our two primary customer segments (active familhes and runners), we offer 
a product that virtually every consumer requires 


We will create an atmosphere that is appealing to the “true athletic footwear customer.” 
The balance of customers will come because they will see this as the “place” where 
athletes buy their shoes 


The store will be merchandised in an exciting, athletic atmosphere. Televisions will 
continually play tapes of sporting events and live sports broadcasts. There will be posters 
highlighting the top athletes and their athletic shoe choices. There will also be a rection to 
pick up information about upcoming races, events, and seminars. Eventually, race sign- 
ups will occur in the store as well as presentations from shoe manufacturers, product 
representatives, nutntionists, trainers, coaches, runners and hopefully, professional 
athletes 


Strategic Assumptions 





© Click to select any heading in the Navigation pane. 


© Word moves the insertion point to that heading in your document. 
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fapture. The upper income adult will still want name-brand newer styles The middle and 
lower income adults will look to the discount department stores and “discount shoe 

warehouse” concepts for practical athletic Footwear This customer is also less concemed 


about customer service and the proper fit, nace they are not as hard on their athlete 
shoes and buy less frequently 
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Active Young Adult - Twenty to twenty-four years otd This it a small segment, 
approximately 5,500 people, but these individuals tend to be very active. Partscapateng in 
sports it still a social activity for this pnmanly angle group Baseball, Basketball. 
Softball, Soccer, and Flag Football leagues are popular with this age 


Adults/Partecupant - Twenty-five years old and above. This segment can be divided best 
by income level 


An active, upper income participant will look for quality, name-brand footwear based 
pon the sport that requires the purchase. These adults are willing to pay abigher price 
for anew style or features they deem ace important 


The active middle income participant will agun look for a quality shoe at a competitive 
price This group may not require the newest style, but still wants good qaality with basic 
features forthe sport they partacepate in 
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Navigate by Page 
© Click Pages. 


O word displays each page in your document as a thumbnail. 


© Click a thumbnail. 


© word selects that page in the Navigation pane and moves the insertion point to the top 
of that page. Word surrounds the current page’s thumbnail with a heavy blue border. 


What do I do with the Search Document box? 


You can use the Search Document box, which is visible in the Navigation pane, to find 
text in your document; see Chapter 4 for details on using this box and on other ways you 
can search for text and information in your document. 


Can I control the headings that appear? 


Yes. While viewing headings, right-click any heading in the Navigation pane. From the 
menu that appears, point at Show Heading Levels and, from the submenu that appears, 
click the heading level you want to display, such as Show Heading 1, Show Heading 2, 
and so on through Show Heading 9. 





Insert a Symbol 


From time to time, you might need to insert a symbol such as a mathematical symbol or 
special character into your Word document. From the Symbol gallery, you can insert many 
common symbols, including mathematical and Greek symbols, architectural symbols, and 
more. If you do not find the symbol you need in the Symbol gallery, you can use the 
Symbol dialog box. The Symbol dialog box displays a list of recently used symbols as 
well as hundreds of symbols in a variety of fonts. You also can use the Symbol dialog box 
to insert special characters. 


Insert a Symbol 
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© Click the location in the document where you want the symbol to appear. 
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© Click the Insert tab. 


& Click Symbols. 
© Click Symbol. 
Note: Depending on your screen resolution, you may or may not see the Symbols button. 


Oa gallery of commonly used symbols appears. If the symbol you need appears in the 
gallery, you can click it and skip the rest of these steps. 


5) Click More Symbols. 


Symbol 


Symbols | Special Characters | 


Calibri Light 
Californian FB 





Recently used symbols: 
€/£|¥/o]°|™|+]#]<]2]+]<J-]nfa]B 


Unicode name: 
Latin Capital Letter S 








Character code: 0053 from: Unicode hed [v] 


AutoCorrect... Shortcut Key... Shortcut key: 





The Symbol dialog box appears. 
Q Click ~ to select the symbol’s font. 


The available symbols change to match the font you selected. 
© You can click ^ and ~ to scroll through available symbols. 
Q Click a symbol. 
© Click Insert. 


imbet Special Characters 
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Recently wied symbols 
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Character code: ODA? trom Urecode fred x| 





O The symbol appears at the current insertion point location in the document. 


Note: You can control the size of the symbol the same way you control the size of text; 
see Chapter 5 for details. 


The dialog box remains open so that you can add more symbols to your document. 


9) When finished, click Close. 


How do I add a special character? 


Character: Shortcut key: 
Alt+ Ctrl+ Num 

En Dash Ctrl+ Num - 
Nonbreaking Hyphen Ctrl+ Shift+_ 
Optional Hyphen Ctri+- 
Em Space 
En Space 
1/4 Em Space 
Nonbreaking Space Ctrl+ Shift+ Space 
Copyright Alt+ Ctrl+C 
Registered Alt+ Ctrl+R 
Trademark Alt+ Ctrl+T 
Section 
Paragraph 
Ellipsis Alt+ Ctri+, 
Single Opening Quote Ctrl+ 
Single Closing Quote Ctri+',' 
Double Opening Quote Ctri+`," 
Double Closing Quote Ctri+'," 


To add a special character, open the Symbol dialog box and click the Special 
Characters tab. Locate and click the character you want to add, and then click Insert. 





| Click Close to close the dialog box. | 


Work with Equations 


You can easily create complex equations in Word 2016. The Equations gallery contains 
many commonly used equations, such as the area of a circle or, for you physicists out 
there, the Fourier Series. If you do not see the equation you want, you might find it on 
Office.com. 


If you add a structure to an equation, Word supplies dotted box placeholders for you to 
click and substitute constants or variables. Using the Equation Tools Design tab on the 
Ribbon, you can select formatting choices for your equation. Note that the Equation 
feature does not function when you work in Compatibility Mode. 


Work with Equations 


Using the equation, 
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Insert an Equation 

© Position the insertion point where you want to insert an equation. 
@ Click the Insert tab. 

© Click Symbols. 


© Click ~ beneath the Equation button. 


Note: Depending on your screen resolution, you may or may not see the Symbols button. 


© The Equation gallery, a list of commonly used equations, appears. 


You can click an equation to insert it and then skip Steps 5 and 6. 


5] Click Insert New Equation. 


Mashing 





© Word inserts a blank equation box. 


O The Equations Tools Design tab appears on the Ribbon. 


Q Type your equation. 
You can click the tools on the Ribbon to help you type the equation. 


(7) Press ©, or click outside the equation box. 


Word hides the equation box, and you can continue typing. 
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Delete an Equation 
a] Click anywhere in the equation to display it in the equation box. 


O Click the small gray square on the left side of the box. 
Word highlights the contents of the equation box. 


© Press ESE). 


Word deletes the equation from your document. 





Can I save an equation that I use regularly so I do not have to create it 
each time I need it? 
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Yes. Follow these steps: 
9 Click anywhere in the equation. 


ĝ Click ~ on the right side of the equation. 
Word selects the equation and displays a drop-down menu. 


J Click Save as New Equation. 


In the Create New Building Block dialog box that appears, click OK. 


The next time you display the Equation gallery, your equation appears on the list. 


Zoom an Object 


In Read Mode view, you can enlarge an image to get a better view of it. You can enlarge 
any type of image, including pictures, shapes, clip art, and inserted online videos, and you 
can zoom images in Word documents or in PDF files that you open in Word. 


When you zoom an object, you can enlarge it twice from its original size; the first zoom 
level magnifies the image some, and the second zoom level makes the image fill the 
majority of your screen. Note that, although you can zoom inserted online videos, you can 
zoom them only to the first zoom level. 


Zoom an Object 


The Speech at Gettysburg Pennsylvania 


ranam Lin 


FOURSCORE and seven years ago our fathers brought forth upon this continent a new nation, conceived in liberty, and dedi 


cated to the proposition that all men are created equal 


Now we are engaged in a great civil war, testing whether that nation, or any nation so conceived and so dedicated, can long 
endure. We are met on a great battlefield ofthat war. We have cometo dedi- 
cate a portion ofthat field as a final resting-place for those who here gave their 
lives that that nation might live. It is akogether fitting and proper that we 
should do this 


But in a larger sense, we can not dedicate—we can not consecrate—we can not 
hallow this ground. The brave men, living and dead, who struggled here, have 
consecrated it far above our poor powerto add or detract The world will Inthe 
note, nor long remember, what we say here, but k can never forget what they 
did here. it is for us, the living rather, to be dedicated hereto the unfinished 
workwhich they who fought here thus far so nobly advanced, It is rather for usto be here dedicated to the great task remaining 
before us—that from these honored dead we take increased devotion to that cause for which they gave the last full measure of 
devotion—that we here highly resolve that these dead shall not have died in vain—that this nation, under God, shall havea 
new birth of freedom and that government ofthe people, by the people, and for the people, shall not perish from the earth 





© Open a document containing an image of any type. 
27 Click Œ to switch to Read Mode view. 


© Double-click the image. 











O word enlarges the image. 


© Click the Zoom button (@) in the upper right corner of zoomed image. 








O word enlarges the image even further and @ changes to Q. 


© You can click the Zoom button (Q or A) repeatedly, and Word switches between the 
first and second levels of zoom. 


B Press E5, or click anywhere outside the image 


20ME6-Gettysburg Addeess-Text Wrap.doce - Weed (Trial) 


The Speech at Gettysburg, Pennsylvania 


By Abraham Lincoln 
Delivered on November 19, 186 


FOURSCORE and seven years ago our fathers brought forth upon this continent a new nation, conceived in liberty, and dedi 
cated to the proposition that all men are created equal 


Now we are engaged in a great civil war, testing whether that nation, or any nation so concetved and so dedicated, can long 
endure. We are met on a great battle-field ofthat war. We have come to dedi- 
cate a portion ofthat field as a final resting-place for those who here gave their 
lives that that nation might live. It is akogether fitting and proper that we 
should do this 


But in a larger sense, we can not dedicate—we can not consecrate—we can not 
hallow this ground. The brave men, living and dead, who struggled here, have 
consecrated it far above our poor powerto add or detract The world will lathe 
note, nor long remember, what we say here, but it can never forget what they 
did here. It is for us, the living rather, to be dedicated hereto the unfinished 
workwhich they who fought here thus far so nobly advanced, It is rather for us to be here dedicated tothe great task remaining 
before us—that from these honored dead we take increased devotion to that cause for which they gave the last full measure of 
devotion—that we here highly resolve that these dead shall not have died in vain—that this nation, under God, shall havea 
new birth of freedom and that government ofthe people, by the people, and for the people, shall not perish from the earth 





O word redisplays the image in its original size, with the image selected; a dark line 
outlines the image. 


Note: See Chapter 10 for details on working with images. 


I tried to zoom an image in a PDF file, but more than just the image 
zoomed; why? 


In all probability, the PDF file you opened was not created in Word. Although you can 
open a PDF file in Word, if the file was not created in Word, the original PDF layout will 
probably not translate properly. Word tends to read the PDF file content as objects rather 
than text and images, so in all likelihood, Word zoomed the image as well as text 
surrounding it that was part of the original PDF file layout. 





Zoom In or Out 


The Zoom feature controls the magnification of your document on-screen; you can use it 
to enlarge or reduce the size of the text. Zooming in enlarges text. Zooming out reduces 
text, providing more of an overview of your document. Zooming does not affect the 
printed size of your text; it simply makes text larger or smaller on-screen. 


You can zoom using the Zoom dialog box, as shown in this section, or for less precise 
zooming, you can use the Zoom slider bar located in the lower right corner of the Word 
window. 
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© Click the View tab. 
© Click Zoom. 


The Zoom dialog box appears. 
© Click a zoom setting. 


© You can click the Many pages button and select to display multiple pages. 


Note: The number of pages you can view depends on the resolution you set for your 
monitor. 


Oa preview of the settings you choose appears here. 


0 click OK. 


The Speech at Gettysburg, Pennsylvania 


By Abraham Lincoln 
Delivered on November 19, 1863 


FOURSCORE and seven years ago our fathers brought for 
nation, conceived in liberty, and dedicated to the proposi 
equal. 


Now we are engaged in a great civil war, testing whether 
conceived and so dedicated, can long endure. We are met 


We have 
dedicate 


The document appears on-screen using the new zoom setting. 





Translate Text 


You can translate a word from one language to another using language dictionaries 
installed on your computer. If you are connected to the Internet, the Translation feature 
searches the dictionaries on your computer as well as online dictionaries. 


You can choose Translate Document from the Translate drop-down menu to send the 
document over the Internet for translation, but be aware that Word sends documents as 
unencrypted HTML files. If security is an issue, do not choose this route; instead, consider 
hiring a professional translator. 


Translate Text 
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Jane Smith 

Memorial Sprinklers, LUC 

4816 Memorial Hwy., Suite 200 
Phoenix, AZ 85000 


Dear Ms. Smith 


Thank you! or selecting MermelEriterprises, LLC to assist youl using some of your Microsoft Office 
products, specifically Microsoft Word 2016 and Microsoft Excel 2016. Marmel Enterprises, LLC looks 
forwardto helping you choose how best to use these programs 16 meet your needs andto possibly 
Provide support for Microsoft Project as well 


AS we agreed, training classes will be held as follows: 


Class i December $ 
Cass 2 December $ 
Class 3 December 10 


Please be aware that these programs are multi-faceted and canbe usedin differert ways by afferent 
people. Because each user can use each program déterently, pleate understand the followingin 
retaining MarmelErterprises, LLC 





@ Select a phrase to translate. 
© Click the Review tab. 
© Click Translate. 


4) Click Translate Selected Text. 
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Jane Smith 

Memorial Sprinklers, LUC 

4716 Memorial Hery., Sute 200 
Phoenix, AZ 85000 


Dear Ms. Smith 


Thank You for selecting Marmel Erterprises, LLC to assist you in using some of your Microsoft Office 
Products, specifically Microsoft Word 2016 and Microsoft Excel 2016. Marmel Enterprises, LLC looks 
forward to helping you choose how best to use these programs tomeet your needs andtopossitty 
provide support for Microsoft Project as well 


As we agreed, training classes will be held as follows 


Class) December 8 
Class 2 December 9 
Class 3 December 10 


Please be sware that these programs are multi-faceted and can be used in diferent ways by different 

people. Because each usercan ute each program déferently, please understand the following in Ohr pieces ehri 
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Note: A message box might appear, telling you that your text will be sent over the Internet 
for translation; click Yes to continue. 


© The Research pane appears. 
O The phrase you selected appears here. 


© The current translation languages appear here. 


You can click the boxes beside each language to display available translation languages. 


© The translation appears here. 


Set Options for Additional Actions 


The Additional Actions feature provides you with a way to save time. When you enable 
this feature, Word recognizes certain types of context-sensitive information, such as an 
address or a date, and gives you the opportunity to use the information to take extra steps. 
For example, for an address, you can display a map or driving directions or add the 
information to Outlook contacts. For a date, you can display your Outlook Calendar. 


You can control the kinds of information Word recognizes and identifies for additional 
actions that can save you time. You also can turn off additional action recognition entirely. 


Set Options for Additional Actions 


Info 


Select Text 


Documents » Office 2016 Date » Weed Rut? 


Protect Document Properties“ 
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Inspect Document 
Before publohing the: file, be aware that t contar 
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® Custom XML date 
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© click the File tab. 


Backstage view appears. 


6 Click Options. 


V F Change how Word corrects and formats your text 


AutoCoerect options 


? x 


AutoCorrect Math AutoC orrect AutoFormat As You Type 
AutoFormat Actions 


Word can provide edéttional actions, for certain words or phrases in your document, 
through the right-click menu 


Vi Enable edattional achons in the right- check menu 
Available actions 


RA Address (Er: 
M Date (L 


M instant Messaging Contacts (English) 
A Measurement Converter (Measurement Converter) 
L POTION Name (English) 
L Place (English) 
{x Telephone Number QML) 
Time QML) 


More actions.. 





The Word Options dialog box appears. 
© Click Proofing. 


O Click AutoCorrect Options. 
The AutoCorrect dialog box appears. 


O Click the Actions tab. 


Q You can select this option (O changes to 4) to turn on recognition of additional 
actions. 


7] Turn additional action recognition on (M) or off (0). 
© Click OK to close the AutoCorrect dialog box. 


Q Click OK to close the Word Options window. 


Word saves your preferences. 


Using Additional Actions 


You can use the Additional Actions feature to save time. Using this feature, Word 
recognizes certain context-sensitive information and provides extra information. With this 
feature, Word can convert measurements, add a person or telephone number to Outlook 
Contacts, schedule a meeting, display a map of a location, or get you driving directions to 
that location. 


This feature may not be on by default; see the previous section, “Set Options for 
Additional Actions.” This section shows you how to use the Additional Actions feature. 
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© Right-click text for which you have enabled additional actions. In this example, a date 
is used. 


© A context menu appears. 


© Click Additional Actions. 
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O word displays the selected action. 


3) Click an action in the list of available actions. 


Word performs the action, or the program that performs the action you selected appears 
on-screen. 


CHAPTER 4 


Proofreading 





The Speech at Gettysburg, Pennsylvania popio Define 


FOURSCORE and seven years ago our fathers brought forth upon this continent — 


anew nation, conceived in Wberty, and dedicated tothe proposition that all men 


are created equal. 


Now we are engaged in a great civil war, testing whether that nation, or any na 
tion so conceived and so dedi- 
cated, can long endure. We are 
met on a great battle-field ofthat 
war, We have come to dedicate a 
portion ofthat field as a final rest 
ing-place for those who here gave 
their lives that that nation might 
live. It is altogether fitting and 





proper that we should do this 


But in a larger sense, we can not dedicate—we can not contecrate—we can not 
hallow this ground. The brave men, living and dead, who struggled here, have 
consecrated it far above our poor powerto add or detract. The world will inte 
note, nor long remember, what we say here, but È can never forget what they 
did here. it is for us, the living rather, to be dedicated here to the unfinished 
workwhich they who fought here thus far so nobly advanced, It is rather for us 
to be here dedicated to the great task remaining before us—that from these 
honored dead we take increased devotion to that cause for which they gave the 
last full measure of devotion—that we here highly resolve that these dead shall 








This chapter shows you how to handle proofreading tasks in Word. You can search 
through text to find something in particular or to replace text. Word contains some features 
to help you define words and address spelling and grammar issues. This chapter also 
shows you how to track revisions and work with revisions and comments provided by 
reviewers. 


Work in Read Mode View 
Search for Text 
Substitute Text 


Count Words in a Document 


Automatically Correct Mistakes 

Automatically Insert Frequently Used Text 
Check Spelling and Grammar 

Disable Grammar and Spell Checking 

Find a Synonym or Antonym with the Thesaurus 


Find a Definition 





Work in Read Mode View 


Read Mode view optimizes your document for easier reading and helps minimize 
eyestrain when you read a document on-screen. This view removes most toolbars. Read 
Mode view supports mouse, keyboard, and tablet motions. To move from page to page in 
a document using your mouse, you can click the arrows (© and ©) on the left and right 
sides of the pages or use the scroll wheel. To navigate using the keyboard, you can press 
the Page Up, Page Down, spacebar, and Backspace keys on the keyboard, or press any 
arrow key. If you use a tablet or other touchpad device, swipe left or right with your 
finger. 


Work in Read Mode View 





The Speech at Gettysburg, Pennsylvania 


Abraha 


FOURSCORE and seven years ago our fathers brought forth upon this continent a new QP on and dedi 
cated to the proposition that all men are created equal 3 Py 


Now we are engaged in a great civil war, testing whether that nation, or any nation so conceived and so dedicate ~ 


endure, We are met on a great bartle-field ofthat war, We haveco "* 
a portion ofthat field as a final resting-place for those who here gi É 
that that nation might live. It is altogether {ting and proper that» 7 
this 


But in a larger sense, we can not dediate—we can not consecrate—we can not 

hallow this ground. The brave men, living and dead, who struggled here, have 

consecrated it far above our poor powerto add or detract. The world will little 

note, nor long remember, what we say here, but it can never forget whatthey did 
here. It is for uz, the living, rather, to be dedicated here tothe unfinished work which they who fought here thus far so nobly 
advanced. It is rather for usto be here dedicated tothe great task remaining before us—that from these honored dead wetake 
increased devotion to that cause for which they gave the last full measure of devotion—that we here highly resolve that these 
dead shall not have died in vain—that this nation, under God, shall have a new birth of freedom and that government ofthe 
people, by the people, and forthe people, shall not perish from the earth 





Look Up Information 
© Click Œ to display the document in Read Mode view. 
2) Select the word you want to look up and right-click. 


(3) From the menu that appears, click Smart Lookup. 
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FOURSCORE and seven years ago our fathers brought forth spon this continent 
anew nation, concetved in HB@EY, and dedicated tothe proposition that all men 
are created equal 
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Now we are engaged in a great civil war, testing whether that nation, or any na 
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their lives that that nation might 

live. It is akogether fitting and 

proper thatwe should dothts 


But in a larger sense, we can not dedicate—-we can Bot consecrate-—we can Bot 
balbow this ground. The brave men, living and dead, who struggled here, have 
consecrated it far above our poor powerto add or detract. The world will iktle 
note, nor long remember, what we say here, but t can never forget whatthey 
did here. It is for us, the living rather, to be dedicated hereto the unfinished 
work which they who fought here thus far so nobly advanced. It is rather for us 
to be here dedicated to the great task remaining before us—that from these 
bonored dead we take increased devotion to that cause for which they gave the 
bast full measure of devotion—that we here highly resolve that these dead shall 





O The Insights pane appears. 


© Click Define to display the word’s definition. 


O To close the Insights pane, you can click the Close button (x). 


2016-Gettysburg Address-Fes docx - Word (Trial) 


The Speech at Gettysburg, Pennsylvania 
‘Abraham Lir 


FOURSCORE and seven years ago our fathers brought forth upon this continent a new nation, conceived in liberty, and dedi 
cated to the proposition that all men are created equal 


Now we are engaged in a great civil war, testin: Hatlog «+ ree srinn on -onceived and so dedicated, can long 
ofthat war. We have come to dedicate 
a portion ofthat field JD Smart hookup those who here gave their lives 
that that nation might DR Trenylate and proper that we should do 
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But in a larger sense, 1 Z rights * we can not consecrate—we can not 

hallow this ground. The brave men, living and dead, who struggled here, have 

consecrated & far above our poor powerto add or detract. The world will lathe 

note, nor longremember, what we say here, but it can never forget whatthey did 
here. It is for us, the living rather, to be dedicated here tothe unfinished work which they who fought here thus far so nobly 
advanced. It is rather for us to be here dedicated to the greattask remaining before us—that from these honored dead we take 
increased devotion to that cause for which they gave the last full measure of devotion—that we here highly resolve that these 
dead shall not have died in vain—that this nation, under God, shall have a new birth of freedom and that government ofthe 
people, by the people, and for the people, shall not perish from the earth 





Translate a Word or Phrase 


© Click 





to display the document in Read Mode view. 


@ Select the word or phrase you want to translate and right-click. 


© From the menu that appears, click Translate. 


Note: A message might appear, indicating that text will be sent over the Internet for 
translation; click Yes. 
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franveben 
Abraha 
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POURSCORE and seven years ago our fathers brought forth upon this continent a new nation, con 
ceived in Nberty, and dedicated to the proposion that all men are created equal 


Now we are engaged in a great civil war, testing whether that Gation, or any nation so conceived 
and so dedicated, can long endure. Weare met ona 
great battle-field ofthat war, We have cometo dedi 
cate a portion ofthat field as a final resting-place 
for those who here gave their lives that that nation 
might lve. it is akogether fiting and proper that we 
should do this 


But in a larger sense, we can not dedkate—we can 

not consecrate—we can not hallow this ground 
The brave men, living and dead, who struggied here, have consecrated & far above our poor 
power to add or detract. The world will little note, nor long remember, what we say here, but & 
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here highly resolve that these dead shall not have died im vain—that this nation, under God, shall o moans 


have a new birth of freedom and that government of the people, by the people, and forthe people, 
shall not perish from the earth. 





© The Research pane opens, displaying a translation of the word or phrase you selected 
in Step 2. 


O To close the Research pane, click x in the upper right corner of the pane. 


Can I change the color of the page? 


Delivers B Column Width 
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Yes. Follow these steps: 


Click View. 
Click Page Color. 


Choose a page color. 


This example uses Sepia. 





Read Mode view offers more than just minimized eyestrain; while you work in Read 
Mode view, you can look up words in the dictionary, translate a word or phrase, highlight 
important text, and insert comments in documents you are reviewing. If you are viewing a 
long document in Read Mode view, you can also use the Navigation pane to move around 
the document. You can open the Navigation pane from the Tools menu in Read Mode 
view; for details on using the Navigation pane, see Chapter 3. 
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Highlight Important Text 


© Click Œ to display the document in Read Mode view. 
@ Select the words you want to highlight and right-click. 
© From the menu that appears, click Highlight. 

© click a highlight color. 


2016-Gettysburg Address-Fiest docx - Word (Teint) 


The Speech at Gettysburg, Pennsylvania 


By Abraham Lin 


) Novemt 


FOURSCORE and seven years ago our fathers brought forth upon this continent a new oo A | 
cated to the proposition that all men are created equal. 


Now we are engaged in a great civil war, testing whether that nation, or any nation so conceived and so dedicated, can long 
endure. We are met on a great battle-field ofthat war. We have cometo dedicate 
a portion ofthat field as a final resting-place for those who here gave their lives 
that that nation might live, ft is akogether fikting and proper that we should do 
this, 


But in a larger sense, we can not dedicate—we can not consecrate—we can not 

hallow this ground. The brave men, living and dead, who struggled here, have 

consecrated & far above our poor powerto add or detract, The world will litle 

note, nor long remember, what we say here, but & can never forget what they did 
here. it is for us, the living rather, to be dedicated here to the unfinished work which they who fought here thus far so nobly 
advanced it is rather for us to be here dedicated to the great task remaining before us—that from these honored dead we take 
increased devotion to that cause for which they gave the last full measure of devotion—that we here highly resolve that these 
dead shall not have died in vain—that this nation, under God, shall have a new birth of freedom and that government of the 
people, by the people, and for the people, shall not perish from the earth 





O word highlights the selected text in the color you chose. 


You can click anywhere outside the highlight to see its full effect and continue working. 
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The Speech at Gettysburg, Pennsylvania 


By Abraham Lincoln 


FOURSCORE and seven years ago our fathers brought forth upon this continent a new nation, conceived in Nberty, and dedi- 
cated to the proposition that all men are created equal. 


Now we are engaged in a great civil war, testing whether that nation, or any nation so concelved and so dedicated, can long 
endure. We are met on a great battle field ofthat war. We have cometo dedicate 
a portion ofthat field as a final resting-place for those who here gave their lives 
that that nation might live, ft is akogether fikting and proper that we should do 
this 


But in sense, we can not dedicate—we can not consecrate—we can not 
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Insert a Comment 
© Click Œ to display the document in Read Mode view. 


@ Select the words about which you want to comment, and right-click. 


© From the menu that appears, click New Comment. 


The Speech at Gettysburg Pennsylvania 


ham Lincoln 


FOURSCORE and seven years ago our fathers brought forth upon this continent a new nation. conceived in liberty, and dedi 
cated to the proposkion that all men are created equal 


Now we are engaged in a great civil war, testing whether that nation, or any nation so conceived and so dedicated, can long 
endure. We are met on a great battle field ofthat war. We have come to dedicate 
a portion ofthat field asa final resting-place for those who here gave their lives 
that that sation might live, It is altogether frting and proper that we should do 
this 
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O word changes the color used to select the text and displays a comment block 
containing the insertion point. 


© Type your comment. 


O Click x to close the comment block. 


O This symbol represents your comment; click it at any time to view the comment. 


What are some of the different views available in Read Mode? 


To display all comments in the document, click View and then click Show Comments. 
To view your document as if it were printed on paper, click View and then click Layout. 
From the menu that appears, click Paper Layout. 


Can I change the column width? 


Yes. Click View and then click Column Width. From the menu that appears, choose 
Narrow or Wide; click Default to return to the original column view. Note that on a 
standard monitor, Default and Wide look the same; Wide takes effect on widescreen 
monitors. 





Search for Text 


Occasionally, you need to search for a word or phrase in a document. For example, 
suppose you want to edit a paragraph in your document that contains a specific word or 
phrase. You can use Word’s Find tool to search for the word or phrase instead of scrolling 
through your document to locate that paragraph. You can search for all occurrences 
simultaneously or for each single occurrence in the order in which it occurs from the 
current position of the insertion point. 


This section focuses on finding text; see the next section, “Substitute Text,” for 
information on finding and replacing text. 


Search for Text 


View 
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November 12, 2014 


Miss Sandra Wedell 
Kenton Elementary School 
1234 Main Street 

Skolae, IL 60076 


Dear Mass Wedell 


Nancy hat been diagnosed with pneumonia, at the present time, the doctor cannot 
determine whea Nancy will be able to retum to school, but he anticipates that she will be 
out of school for at least one moath 


Nancy is very concerned about beeng out of school for pach a long penod of time; she is 
afraid that she will fall so far beband her classmates that she will not be able to make up 
the work My husband and I have tred to reassure her that everything will work out, but 
she continues to worry 


We would appreciate st if you could give all of us an idea of what Nancy's class will be 
studying between now and the end of the year, along with any ideas you may have on 
how Nancy might be able to catch up with her classmates once she is well again. We feel 
thas tome input from you would go along way to casing her mind and letting her get the 
rest the needs to recover 


Thank you for your cooperation and understanding 


s 





Search for All Occurrences 
© Click the Home tab. 
2) Click Find. 
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tetum to school, but he the work My husband and I have tned to reassure her that ewerythang will woek oat, but 


F ls vi concomied i she continues to worry 
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tne: she is afraid We would appreciate it if you could give all of us an idea of what Nanty’s class will be 
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Thank you for your cooperation and understanding 
Sincerely, 


Marmel Enterprises, LLC 


Elane J Marmei 
Prendent 





O The Navigation pane appears. 


© Type the word or phrase for which you want to search. 


O word highlights all occurrences of the word or phrase in yellow. 
© Click x to clear the search and results. 


B Click x to close the Navigation pane. 
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Dea Miss Wedel 


Nancy has been diagnosed with pneumomia, at the present time, the doctor cannot 
determine when Nancy will be able to retum to school, but he anticipates that she will be 
out of school for at least one month. 


Nancy is very concerned about being out of school for such a long penod of time, she is 
afrad that she will fall so far behind her classmates that she will not be able to make up 
the work My husband and have tried to reassure her that everything will work oot, bet 
she continues to worry 


We would appreciate it if you could give all of us an idea of what Nancy's class will be 
studying between now and the end of the year, along with any ideas you may have on 
how Nancy might be able to catch up with her claremates once the is well again We feel 
that some input from yos would go along way to eanng her mind and letting ber get the 
fest she needs torecover 


Thank you for your cooperation and understanding 





Search for One Occurrence at a Time 


© Press H5 to position the insertion point at the beginning of your document. 
© Click the Home tab. 
© Click ~ beside the Find button. 


© Click Advanced Find to display the Find and Replace dialog box. 


Find and Replace 


Find Replace | GoTo 


Find what: Nancy ~<@) 


Reading Highlight ~ Find In 7 Eind Next 


Search Options 
Search; All vl 
[C] Match case [C] Match prefix 
[_] Find whole words only [C] Match suffix 
C Use wildcards 


[_] Sounds like (English) [C] Ignore punctuation characters 
[C] Find all word forms (English) [C] Ignore white-space characters 


Find 


Format” | Special © 





O Type the word or phrase for which you want to search. 
© You can click More (More changes to Less) to display additional search options. 


© You can click Reading Highlight and then click Highlight All to highlight each 
occurrence. 


GEJ You can click Find in to limit the search to the main document or the headers and 
footers. 


Q Click Find Next to view each occurrence. 


(7) When Word finds no more occurrences, a dialog box appears telling you that the 
search is finished; click OK. 





How can I set options to limit my search in the Navigation pane? 


Complete Steps 1 and 2 in the subsection “Search for All Occurrences” to open the 
Navigation pane. Click ~ in the Search Documents box. Click Options to display the 
Find Options dialog box, where you can set the same options you set when following the 
steps in the subsection “Search for One Occurrence at a Time.” 


Can I search for elements other than words? 


Yes. Complete Steps 1 and 2 in the subsection “Search for All Occurrences” to open the 
Navigation pane. Click ~ in the Search Documents box. From the menu that appears, you 
can search for graphics, tables, equations, footnotes or endnotes, and comments. 





Substitute Text 


Often, you want to find a word or phrase because you need to substitute some other word 
or phrase for it. For example, suppose you complete a long report, only to discover that 
you have misspelled the name of a product you are reviewing. You do not need to hunt 
through the document to change each occurrence; you can use the Replace tool to 
substitute a word or phrase for all occurrences of the original word or phrase. 


On the other hand, you can selectively substitute one word or phrase for another — a 
particularly useful tool when you have overused a word. 


Substitute Text 


November 12, 2015 


Mist Sandra Wedell 
Kenton Elementary School 
1234 Main Street 

Skokie, IL 60076 


Dear Miss Wedell 


Nancy has been diagnosed with pneumonia, at the present time, the doctor cannot 
determine when Nancy will be able to return to school, but he anticipates that she will be 
out of school for at least one month 


Nancy 13 very concerned about being out of school for such a long penod of time, she is 
afraid that she will fall so far behind her classmates that she will not be able to make up 
the work My husband and I have tred to reassure her that everything will work out, but 
the continues to worry 


We would appreciate it if you could give all of us an idea of what Nancy's class will be 
sadying between now and the ead of the year, along with any ideas you may hare oa 
how Nancy might be able to catch up with her classmates once she it well again We feel 
that some input from you would go along way to easing her mind and letting her get the 
rest she needs to recover 


Thank you for your cooperation and understanding 





a] Press MHE to position the insertion point at the beginning of your document. 
O Click the Home tab. 
© Click Replace. 


Find and Replace 


Find Replace | GoTo 


Find what: anticipate <2) 


Replace with: expect E5) 
More >> EA) Replace Replace All Find Next Cancel 


The Find and Replace dialog box appears. 





© Type the word or phrase you want to replace here. 


6 Type the word or phrase you want Word to substitute here. 


© You can click More to display additional search and replace options (More changes to 
Less). 


© click Find Next. 


Fund ard Repiste 


fing Regie Goto 


Figs whet arupate 


Replace wie expect 


<< Less Gh Beptace | | Replaces PFindNet | | Cancet 
Few Opmons 
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O matin cave m (C 
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C Sounds the #ngishi C ignore pundtuabon characters 
o Ping all word forms Engi o ignore white rpro Characters 


time, the doctore 


t he anticipate be 


h a long penod of time, she is 

je will not be able to make up 
mewo My BUSOT MNO Nave Ineo TO reassure ner Tant everything will work out, but 
the continues to worry 


We would appreciate it if you could give all of us an idea of what Nancy's clase will be 
studying between now and the end of the year, along with any ideas you may have on 
how Nancy might be able to catch up with her classmates once the it well agun. We feel 
that some input from you would go along way to easing her mind and letting her get the 
rest the needs to recover 

Thank you for your cooperation and understanding 


Sine 





O word highlights the first occurrence of the word or phrase that it finds. 


Gir you do not want to change the highlighted occurrence, you can click Find Next to 
ignore it. 


7) Click Replace. 


OT change all occurrences in the document, you can click Replace All. 


Find and Replace 


fing Repisce Goto 


+ Figg what tnbapate 


Microsoft Word 
Replace with expect 


Q We're finished pearching the document. 


<< lens Regtace Replace At Pind Net Oe 
Search Al v 
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ich a long penod of time, she ts 

she will not be able to make up 
the work My husband and I have tned to reassure her that everything will work out, but 
the continues to worry 


We would appreciate it if you could give all of us an idea cf what Nancy's class will be 
studying between now and the end of the year, along with any ideas you may have on 
how Nancy might be able to catch up with her classmates once she it well agun. We feel 
that some input from you would go along way to casing her mind and letting her get the 
rest she needs to recover 


Thank you for your cooperation and understanding 


Sine 





O word replaces the original word or phrase with the word or phrase you specify as the 
substitute. 


© Repeat Steps 6 and 7 as needed. 


o When Word finds no more occurrences, a dialog box appears telling you that the 
search is finished; click OK. 


The Cancel button in the Find and Replace dialog box changes to Close. 


© Click Close to close the Find and Replace dialog box. 





Can I find italic text and change it to boldface text? 


Yes. Follow Steps 1 to 3, and click More to expand the window. Follow Steps 4 and 5, 
but, instead of typing text, click Format and then click Font. In the Font Style list of the 
Font dialog box that appears, click Italic for Step 4 and Bold for Step 5. Then complete 
Steps 6 to 10. 


Can I search for and replace special characters such as tabs or 
paragraph marks? 


Yes. Follow Steps 1 to 3, and click More to expand the window. Then follow Steps 4 
and 5, but instead of typing text, click Special to display a menu of special characters. 


For Step 4, select the special character you want to find. For Step 5, select the special 
character you want to substitute. Then complete Steps 6 to 10. 


Count Words in a Document 


You can count the number of words in a selection, sentence, paragraph, or document or in 
any portion of a document. Suppose, for example, that your history teacher just assigned 
you to write a paper describing the First Continental Congress, and the paper must be at 
least 500 words long. You can use the Word Count feature to count the words you have 
written. 


This feature also comes in particularly handy when you must limit the number of words in 
a section of a document. For example, college application essays often require that you 
write no more than 500 words. 


Count Words in a Document 
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Display the Word Count 
© Right-click the status bar. 


© The Customize Status Bar menu appears. 


O The number of words in the document appears here. 


© If no check mark appears beside Word Count, click Word Count; otherwise, skip this 
step. 


© Click anywhere outside the menu. 


Letter-School Absence doce - Word (Trial) 


Home Insert Design Layout References Ming: Revwew View O Ted me what you want to do Signin 
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November 12, 2015 


Miss Sandra Wedell 
Kenton Elementary School 
1234 Main Street 

Skokie, IL 60076 


Dex Miss Wedell 


Nancy has been diagnosed with pneumonsa, at the present time, the doctor cannot 
determine when Nancy will be able to return to school, but he anticipates that she will be 
out of school for at least one month 


Nancy is very concemed about being out of school for such a long penod of time, she is 
afraid that she will fall so far behind her classmates that she will not be able to make up 
the work My busband and I have tned to reassure hes that everything will work out, but 
the continues to worry 


We would appreciate it of you could give all of us an idea of what Nancy's class will be 
studying between now and the end of the year, along with any ideas you may have on 
how Nancy might be able to catch up with her classmates once the is well agan. We feel 
that some input from you would go along way to easing her mand and letting her get the 
rest the needs to recover 


Thank you for your cooperation and understanding 
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November 12, 2015 


Miss Sandra Wedell 
Kenton Elementary School 
1234 Main Street 

Skokie, IL 60076 


Dear Miss Wedell 


Nancy has been diagnosed with pneumonia, at the present time, the doctor cannot 
determine when Nancy will be able to retum to school, but he anticipates that she will be 
out of school for at least one month 


Nancy is very concemed about being out of school For such a long penod of time, she is 
afraid that she will fall so far behind her classmates that she will not be able to make up 
the work My husband and I have tned to reassure hes that everything will work out, but 
she continues to worry 


We would appreciate it if you could give all of ut an idea of what Nancy's clase will be 
studying between now and the end of the year, along with any ideas you may have on 
how Nancy might be able to catch up with her classmates once the it well agun. We feel 
that some input from you would go along way to easing her mind and letting her get the 
rest she needs to recover 


Thank you for your cooperation and understanding 





Display Count Statistics 


© Click the word count on the status bar. 







Word Count 


Statistics: 
Pages 







Words 207 
Characters (no spaces) 397 
Characters (with spaces] 1,091 
Paragraphs 14 


Lines 


Pr 


The Word Count dialog box appears. 


The Word Count dialog box reports the number of pages, words, characters with and 
without spaces, paragraphs, and lines in your document. 


O When you finish reviewing count statistics, click Close. 





Can I count the number of words in just one paragraph? 


that some input fre 
rest she needs tore 


sincerely, 


Marmel Enterprise 


Page lofi 78 of 207 words JX Insert 
Yes. Do the following: 


P Select the text containing the words you want to count. 


è Both the number of words in the selection and the total words in the document appear 
in the Word Count box on the status bar. 





Automatically Correct Mistakes 


As you may have noticed, Word automatically corrects your text as you type. It does this 
using its AutoCorrect feature, which works from a preset list of misspellings. 


To speed up your text-entry tasks, you can add your own problem words — ones you 
commonly misspell — to the list. The next time you mistype the word, AutoCorrect fixes 
your mistake for you. If you find that AutoCorrect consistently changes a word that is 
correct as is, you can remove that word from the AutoCorrect list. If you would prefer that 
AutoCorrect not make any changes to your text as you type, you can disable the feature. 


Automatically Correct Mistakes 


Info 


Spell Checking 
Deoeant 


ents » Office 2016 Date » Word Sat 


Protect Document Properties * 


Pag 
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Total Editing Time 26 Minute 
Tab 
Tag 


Inspect Document 
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E] Open File Location 





© click the File tab. 


Backstage view appears. 


@ Click Options. 


Word Options 





^ rl | | 

see Ag Change how Word corrects and formats your text. 
Display J 
3 Proofing AutoCorrect options 


Save Change how Word corrects and formats text as you type:  AutoCorrect Options... <<) 


Language 
When correcting spelling in Microsoft Office programs 
Advanced 
[V] Ignore words in UPPERCASE 

[V] Ignore words that contain numbers 


[V] Ignore Internet and file addresses 


Customize Ribbon 
Quick Access Toolbar 


Add-Ins V] Flag repeated words 
[C] Enforce accented uppercase in French 
C Suggest from main dictionary only 


Trust Center 


Custom Dictionaries... 


French modes: Traditional and new spellings ~] 


Spanish modes: Tuteo verb forms only y] 


When correcting spelling and qram mar in Word 


[¥] Check spelling as you type 

[V] Mark grammar errors as you type 
[F] Frequently confused words 

[¥| Check grammar with spelling 














Cancel 





The Word Options dialog box appears. 
© Click Proofing to display proofing options. 


0 Click AutoCorrect Options. 


AutoCorrect: English (United States) 
| AutoFormat | n Actions 
AutoCorrect Math AutoCorrect AutoFormat As You Type 


Show AutoCorrect Options buttons 


Correct TWo INitial CApitals 

Capitalize first letter of sentences 
Capitalize first letter of table cells 
Capitalize names of days 

Correct accidental usage of CAPS LOCK key 


Exceptions... 


Replace text as you type 
Replace: With: @ Plain text Formatted text 


documetn document] <Q 


documnet | document 
documnets | documents 
doe snot | does not 
doens't | doesnt 
doese | does 
doesn;t | doesnt 











Add 
Automatically use suggestions from the spelling checker 





The AutoCorrect dialog box appears. 
© The corrections Word already makes automatically appear in this area. 
B Click here and type the word you typically mistype or misspell. 
Q Click here and type the correct version of the word. 


@ click Add. 


Word Options 





AutoCorrect: English (United States) 

General 

Display AutoFormat Actions 
| AutoCorect Math AutoCorrect | AutoFormat As You Type 


Proofin 
9 [V] Show AutoCorrect Options buttons 


ni [F] Correct TWo INitial CApitals Exceptions... 
Language [F] Capitalize first letter of sentences 

[V] Capitalize first letter of table cells 

[V] Capitalize names of days 

Customize Ribbon [F] Correct accidental usage of CAPS LOCK key 


Advanced 


Quick Access Toolbar 





[V] Replace text as you type 
Add-ins Replace: With: © Plain text Formatted tex 


Trust Center locumeti document 





dissonent dissonant 
Gistribusion distribution 
divsion division 
docuement documents 


Oa document 


[V] Automatically use suggestions from the spelling checker 


Vv 


Cancel 





© word adds the entry to the list to automatically correct. 


You can repeat Steps 5 to 7 for each automatic correction you want to add. 
© Click OK to close the AutoCorrect dialog box. 


Oo Click OK to close the Word Options dialog box. 


How does the automatic correction work? 


As you type, if you mistype or misspell a word stored as an AutoCorrect entry, Word 
corrects the entry when you press E, E3, or SI. 


What should I do if Word automatically replaces an entry that I do not 
want replaced? 


Position the insertion point at the beginning of the AutoCorrected word and click the 
AutoCorrect Options button (*-). From the list that appears, click Change back to. To 
make Word permanently stop correcting an entry, follow Steps 1 to 4, click the stored 
AutoCorrect entry in the list, and then click Delete. 





Automatically Insert Frequently Used Text 


Suppose you repeatedly type the same text in your documents — for example, your 
company name. You can add this text to Word’s Quick Parts gallery; then, the next time 
you need to add the text to a document, you can select it from the gallery instead of 
retyping it. 

In addition to creating your own Quick Parts for use in your documents, you can use any 
of the wide variety of preset phrases included with Word. You access these preset Quick 


Parts from Word’s Building Blocks Organizer window. (See the tip at the end of this 
section for more information.) 


Automatically Insert Frequently Used Text 
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Create a Quick Parts Entry 


© Type the text that you want to store, including all formatting that should appear each 
time you insert the entry. 


2) Select the text you typed. 
© Click the Insert tab. 
© Click the Quick Parts button (E ~). 


5 ] Click Save Selection to Quick Part Gallery. 


Create New Building Black 


Name: Itrclose <Á J D 7 


Gallery: 





Category: 
Letter closing 
Description: 


Save in: Building Blocks.dot 





Options: Insert content only 


7 Lera 


The Create New Building Block dialog box appears. 





Q Type a name that you want to use as a shortcut for the entry. 


© You can also assign a gallery, a category, and a description for the entry. 


O click ok. 
Word stores the entry in the Quick Part gallery. 
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Insert a Quick Part Entry 
© Click in the text where you want to insert a Quick Part. 
@ Click the Insert tab. 


6 Click the Quick Parts button (E ~). 
All building blocks you define as Quick Parts appear in the Quick Part gallery. 


© Click the entry that you want to insert. 


now KWANCY mignt OF acie to carca Up wita ner Classmates once Me is Weel agun. We feet 
that some input from you would go along way to easing her mind and letting her get the 
rest the needs to recover 

Thank you for your cooperation and understanding 


Sincerely, 


Marmel Enterprises, LLC 


Elune J. Masmel 
President 





O Word inserts the entry into the document. 


How can I find and use an AutoText entry? 


Click the Insert tab, and then click the Quick Parts button (E -). In the menu that 
appears, point at AutoText. A gallery of all the AutoText entries appears. 


How do I remove a Quick Parts entry? 


To remove a Quick Parts entry, use the Building Blocks Organizer window. Click the 
Insert tab, click the Quick Parts button (Œ -) and then click Building Blocks 
Organizer. In the Organizer window, locate and select the entry you want to remove, 
click Delete, and click Yes in the dialog box that appears. 





Check Spelling and Grammar 


Word automatically checks for spelling and grammar errors as you type. Misspellings 
appear underlined with a red wavy line, and grammar errors are underlined with a blue 
wavy line. If you prefer, you can turn off Word’s automatic Spelling and Grammar Check 
features, as described in the next section. 


Alternatively, you can review your entire document for spelling and grammatical errors all 
at one time. To use Word’s Spelling and Grammar checking feature, you must install a 
dictionary; see Chapter 13 for details on installing apps for Word. 


Check Spelling and Grammar 
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November 12, 2015 


Miss Sandra Wedblt 
Kenton Elementary | 
1234 Main Street 
Skokse, IL 60076 


Dear Mass Wedell 


Nancy h lances À Att erent time, the doctor cannot 
determine SER 3 but he expects that she will be out 
for at least one mont “eine 


@ ipe 
Nancy is very conte +) pen school for such a long penod of time, she is 
afraid that she will Fomr me 2mee were maree meat AES that their will be nothing she can do 
tomake up the work. My husband and I have tried to reassure her that things will work 


ous. but she continues to worry 


We would appreciate it if you could give all of us an idea of what Nancy's class will be 
studying between now and the end of the year, along with any ideas you may have on 
how Nancy might be able to catch up with her classmates once she is well agan We feel 
that some input from you would go along way to casing her mind and letting her get the 
rest she needs to recover 


Thank you for your cooperation and understanding 





Correct a Mistake 
© When you encounter a spelling or grammar problem, right-click the underlined text. 


2] Click a correction from the menu that appears. 
Q To ignore the error, you can click Ignore All. 


O To make Word stop flagging a word as misspelled, click Add to Dictionary. 


1 November 12, 2015 


Mits Sandra Wedell 
Kenton Elementary School 
1234 Maan Street 

Skokie, IL 60076 


Dear Miss Wedell 


Nancy hat been diagnosed with pnewumonsa At the present time, the doctor cannot 
determine when Nancy will be able to return to school, bet he expects that the will be out 
for at least one month 


Nancy is very concemed about being out for pach a long penod of time, she is 
afraid that the will fall so far behind her thie will be notkang she can do 
to make up the work My husband and I bh d to reassure her that thangs will work 
ous, but she continues to worry 


We would appreciate it of you could give all of us an idea of what Nancy's clase will be 
studying between now and the end of the year, along with any ideas you may have on 
how Naecy might be able to catch up with her classmates once she is well agua We feel 
that some input from you would go along way to eanng her mind and letting her get the 
feat she needs to recovers 


Thank you for your cooperation and understanding 





Run the Spell Checker 

© Click at the beginning of your document. 
O Click the Review tab. 

© Click Spelling & Grammar. 


© Word selects the first spelling or grammar mistake and displays the Spelling or 
Grammar pane. 


O The spelling or grammar mistake appears here. 


Q Suggestions to correct the error appear here. 


enquepe 


Grammar 
their 


November 12, 2015 


Miss Sandra Wedell 
Kenton Elementary Schoot 
1234 Main Street 

Skokie, IL 60076 


Change 


Dear Miss Wedell 
their 4 


T. of or relations to them ov tharmsedves 


Nancy has been diagnosed with pacumonia At the present time, the doctor cannot 
determine when Nancy will be able to return to school, but he expects that she will be out expecially ss possesiors, agents, or objecti 
for at leant one month of an acon 


Nancy is very concerned about being out of school for such along period of tame, she is 
afread that she will fall sọ far behind her classmates that ilig will be nothing she can do 
tomake up the work My husband and I have tried to reassure her that things will work 

us, but she continues to worry 


“er 

there + 

1. wm or at that place often used 
etenectonally 


We would appreciate it if you could give all of ws an idea of what Nancy's class will be Powered by: Mermarn-Webste 
studying between now and the end of the year, along with any ideas you may have on 

how Nancy might be able to catch up with her classmates once the us well again We feel 

that some input from you would go along way to eanng ber mand and letting her get the 

rest she needs to recover 


Thank you for your cooperation and understanding 





O Click the suggestion you want to use. 


(5) Click Change. 


© You can click Ignore or Ignore All to leave the selected word or phrase unchanged. 


Q Repeat Steps 4 and 5 for each spelling or grammar mistake. 


Microsoft Word x 


Spelling and grammar check is complete. 


ok mey 


Word displays a dialog box when it finishes checking for spelling and grammar 
mistakes. 





@ click OK. 


Note: To check only a section of your document, select that section. 


When should I use the Add to Dictionary button? 


Word identifies misspellings by comparing words in your document to whichever 
dictionary you chose to install. (See Chapter 13 for details on downloading and installing 
apps like the dictionary for Word.) When a word you type does not appear in the 
dictionary Word uses, Word flags the word as misspelled. The word might be a term that 
you use regularly; if so, click Add to Dictionary so that Word stops flagging the word 
as a misspelling. 





Disable Grammar and Spell Checking 


By default, Word automatically checks spelling and grammar by displaying red and blue 
squiggly lines whenever it identifies a spelling or grammar mistake. If the red and blue 
squiggly underlines annoy you, you can turn off automatic spelling and grammar 
checking, in which case Word no longer displays red and blue squiggly lines under words 
or phrases it does not recognize. You can always check spelling and grammar after you 
complete your work on your document but before you send it to the recipient or to co- 
workers for review. 


Disable Grammar and Spell Checking 
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Norember 12, 2015 


Miss Sandra Wedell G3 
Kenton Elementary School 


1234 Main Street 
Skokie, IL 60076 


Dear Mare Wedell 


Nancy has bten diagnosed with pneumonia At the present time, the doctor cannot 
detenmane when Nancy will be able to return to school, but he expects that the wiil be cet 
for at least one moeth 


Nancy is very concerned about being out of school for such a long pf tume, she is 
afrad that the will fall co far belund her classmates that oe AY the can do 
tomake up the week My husband and I have tned to reassure her t gs wall work 
ous, but she continued to wory 


We would appreciate it if you could give all of us an idea of what Nancy's class will be 
studying between now and the end of the year, along with any sdeas you may have on 
how Nancy might be able to catch up with ber clasemates coace the it well agan. We feel 
that some mput from you would go along way to easing her mind and letting her get the 
rest she needs to recover 


Thank you for your cooperation and understanding 





© when automatic spelling and grammar checking is enabled, red and blue squiggly 
lines appear in the document. 


© click the File tab. 


Spell Checking. doce - Word (Trial) 
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Backstage view appears. 


@ Click Options. 


Word Options 


General 


vi, Change how Word corrects and formats your text. 
Display mT 


3 Proofing AutoCorrect options 
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Language 
When correcting spelling in Microsoft Office programs 
Advanced 


T] ignore words in UPPERCASE 
Customize Ribbon arth ol 


v Ignore words that contain numbers 
Quick Access Toolbar (YF Ignore internet and file addresses 
Add-ins [Vj Flag repeated words 
Trust Center go Enforce accented uppercase in French 


C Suggest from main dictionary only 


Custom Dictionaries... 


French modes: Traditional and new spellings! ¥ | 
Spanish modes Tuteo verb forms only a) 


When correcting spelling and gram mar in Word 


Q>- Check spelling 93 you type 5 


go Mark grammar errors as you type 
F] Frequently confused words 

M Chee gramma with spelling 

C) Show readability statistics 


Writing Styte: Grammarl y] Settings 


Recheck Docurnent 


Excentions for: W Letter-School Absencedocx w l 6 z 
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The Word Options dialog box appears. 





© Click Proofing. 


© Deselect Check spelling as you type (™ changes to O) to disable automatic spell 
checking. 


© Deselect Mark grammar errors as you type (™ changes to O) to disable automatic 
grammar checking. 


6 click OK. 
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November 12, 2015 


Miss Sandra Wedell 
Kenton Elementary School 
1234 Main Street 

Skok:e, IL 60076 


Dear Mits Wedell 


Nancy has been diagnosed with pneumonia At the present time, the doctor cannot 
determine when Nancy will be able to retum to school, but he expects that she will be out 
for at least one month 


Nancy is very concemed about being out of school for such a long f time, she is 
afraid that she will fall so far behind her classmates that their “BY she can do 
tomake up the work. My husband and I have tried to reaspare her t gs will work 
ous, but she continues to worry 


We would appreciate it if you could give all of us an idea of what Nancy's clase will be 
studying between now and the end of the year, along with any ideas you may have on 
how Nancy might be able to catch up with her classmates once she is weil again. We feel 
that some input from you would go along way to casing her mind and letting her get the 
rest she needs to recover 


Thank you for your cooperation and understanding 





O Word no longer identifies the spelling and grammar errors in the current document. 


If I disable automatic spelling and grammar checking, how do I check 
spelling and grammar? 


Use the procedure described in the section “Check Spelling and Grammar.” When you 
follow the procedure in that section, you disable only the portion of the feature where 
Word automatically identifies misspellings or grammar mistakes with squiggly red or 
blue underlines. 


What should I do if I change my mind and decide that I want to see the 
red and blue squiggly lines? 


Repeat the steps in this section, selecting the options you deselected previously (O 
changes to M). 





Find a Synonym or Antonym with the Thesaurus 


If you are having trouble finding just the right word or phrase, you use Word’s thesaurus 
to find a more suitable word than the one you originally chose. The thesaurus can help you 
find a synonym — a word with a similar meaning — for the word you originally chose, as 
well as an antonym, which is a word with an opposite meaning. 


Word displays synonyms and antonyms as major headings in the Thesaurus pane; you can 
identify a major heading because a carat appears beside it. Each word under a major 
heading is a synonym or antonym that you can substitute in your document. 


Find a Synonym or Antonym with the Thesaurus 
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a] Click the word for which you want to find an opposite or substitute. 
© Click the Review tab. 
© Click Thesaurus. 
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For Immediate Publication ” 
Mr. & Mrs. Martin Henry are proud to announce the upcoming marriage of their 
daughter, Sarah, to Mr. Donald jefferson of Houston, Texas. The wedding will 


take place at &. Mark Church on Lake Street in Sedona on Sunday, October 18, 
2015 at 2:30 in the afternoon. A reception will immediately follow the ceremony 
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© The Thesaurus pane appears. 
O The word you selected appears here. 


© Each word with a carat on its left and a part of speech on its right represents a major 
heading. 


Note: You cannot substitute major headings for the word in your document. 


O Each word listed below a major heading is a synonym or antonym for the major 
heading. 


LE} Antonyms are marked. 
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For Immediate Publication 


Mr. & Mrs. Martin Henry are proud to announce the upcoming marnage of ther 
daughter, Sarah, to Mr, Donald Jefferson of Houston, Texas. The marrage will 


take place at 3. Mark Church on Lake Street in Sedona on Sunday, Gitober 18, 
2015 at 230 in the afternoon. A reception will immediately follow remony. 





© Point the mouse ({}) at the word you want to use in your document, and click the ~ that 
appears. 


O Click Insert. 


0 word replaces the word in your document with the one in the Thesaurus pane. 


Q Click x to close the Thesaurus pane. 





Is there a faster way I can display synonyms and antonyms? 
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Mr. & Mrs. Martin Henry are proud to announce the u 
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Yes. You can use the keyboard shortcut E+E to open the Thesaurus pane, or you can 
perform the steps that follow: Right-click the word for which you want a synonym or 


antonym (@) and click Synonyms (@)) from the menu that appears. Click a choice to 
replace the word in your document (@). 


Find a Definition 


Using the Smart Lookup feature, you can use Bing to explore the web using a word in 
your document, or you can look up the word’s definition. The Smart Lookup feature 
replaces the Dictionary feature in earlier versions of Word. 


When you explore the web, Bing returns a variety of entries found on the web that are 
related to a word you select in your document. Alternatively, Bing can provide you with a 
definition of a word you select in your document. Bing uses the Oxford University Press 
Dictionaries to provide definitions. 


Find a Definition 


For Immediate Publication 


Mr. & Mrs. Martin Henry are proud to announce the upcoming marnage of thet 
daughter, Sarah, to Mr. Donald Jefferson of Houston, Texas. The whdding 


take place at 2. Mark Church on Lake Sreet in Sedona on Sunday, October 18, 
2015 at 230 in the afternoon. A reception will immediately follow the ceremony 








© Click anywhere in the word for which you want a definition. 
2) Click the Review tab. 


© Click the Smart Lookup button. 





For Immedsate Publication 


Mr. & Mrs. Martin Henry are proud to announce the upcoming marriage of their 
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take place at 2, Mark Church on Lake Street in Sedona on Sunday, October 18, 
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O The Insights pane appears on the right side of the screen, displaying the Explore tab. 
© Click Define. 


O word displays various definitions for and other information about the word you 
selected. 


© You can click x to close the Insights pane. 


Track Document Changes During Review 


Word can track the editing and formatting changes made to your document. This feature is 
useful when more than one person works on the same document. When Word tracks 
document revisions, it uses different colors to track the changes made and who made 
them, so that you can easily identify who did what to a document. By default, Word 
displays changes in Simple Markup view, which indicates, in the left margin, areas that 
have changes. If you prefer to see changes as you make them, switch to All Markup view. 


Track Document Changes During Review 


West School PTA Minutes 
Saptamibar M, 2055 


The meets was caled o order by Terry Adams at 7:00pm. 


In attendance 
[List attenctees) 


Approval of Manutes 
The minutes were read from the August meeting and approved 


Road 

The Board, new principal, ard guests were invoduced. Kim Abercrombie was nomiretedss the mew Secretary. A 
monon to elect Kirn wes made by Tory Wang and seconded by Oavid Jaffe, Al present voted in favor, and kin 
Abecromite was Cconfemed.as the new Secretary 


Advisory Committee 

There ae Arumber of parent oparirgs on the Adisoy Commitioa, These openings were listad in he most recert 
Newsletter, Three parents indicated an infmest in serving on the corenitins. Erik Andersen wil follow up with those 
parents and do some addtaw recrutre to fll these opertng:. 


Budget 

The budget for the current school your was dstmibutad by Him Ralls, PTA Treasurer, ard reviewed by the board ard 
PTA members at the last masting In tonight's manng David Jafe made a monen to approve the budpet which was 
seconded by Rachel Valder. Al esent voted in favor of approving the budget as presented. 





© Click the Review tab. 


@ Click Track Changes to enable change tracking. 


West Schad PTA Minutes 
September A, 2015 


The meeting was cabad to onder by Tany Adams at 7:00pm. 


In attendance 


{List attendees) 


Approval of Minutes 
The minutes wereroad from the August meotng and approved 


Board 

The Board, new principal, and quests were Infoduned. Kim Abercroriie wes nomina tad as the new 
Secretary. Tony Wang made 4 motan to elect Kim, and Dawid Jaffe seconded the motan. Al present voted 
in favor, and Kim Abercrombie was confirmed as the new Secretary 


Advisory Committee 

A. mumba of parent openingt on te Acvetary Comen tise were bs ted! in the most recert newsletter. Three 
parents indicated an interest in serving on the commerttes. Brik Andarsan will follow up with those parents 
and do some adition recruting © fi these openings. 


Buriget 

Kim Ralls, PTA Treasurer, dstibuted the budget for the current schod year, whech was rewewedby the 
board and PTA members at the Lact menting. In tonight's meeting, Dard ffe made 4 motion to approve 
the budgèt and Rachel Valder seconded the motan. A presant voted in fava of approving the budget as 
presented. 





© Make changes to the document as needed. 
O Red vertical bars appear in the left margin beside lines containing changes. 


Qır you prefer to view changes as you work, click ~ beside the Simple Markup button 
and choose All Markup. 


Note: When you open a document containing tracked changes, Simple Markup is the 
default view. 


Lock and Unlock Tracking 


You can control who can turn change tracking on and off using the Lock Tracking feature, 
which requires a password to turn off change tracking. You no longer need to deal with the 
situation where you turn on change tracking and send out a document for review. Then, 
when you get the document back, it contains no change markings because the reviewer 
turned the Track Changes feature off. 


In the past, you needed to use the Compare Documents feature to determine how the 
reviewed document differed from the original. But now, you can lock change tracking. 


Lock and Unlock Tracking 


West Schad PTA Minutes 
Seoarmber M, 205 


The meeting was cabed to order by Terry Achim: at 7:00p.m 


In attendance 
[List attendees] 


Approval of Minutes 
The minutes weroroad hom the August metno end approved 


Bord 

The Board, new principal, and gas ts were infroduced. Kim Abe crartpe wes nomiratadas The new 
Secretary. Tory Wang mack è motion to elect Kim, and David Jaffe secoreied the mote. Al present voad 
in favor, and Kim Abercrombie was covirmed as the new Secretary 


Advisory Committee 

There are 6 number of parent operino on the Advisery Comrnittian, These openings were listodin the mort 
recent newsletter. Three paroni indicated an interest in sening on the Comme ties. Erik Andersen wil folow 
up with those parents and do sane addtow recruiting i fl fese coming 


Budget 

The budget for the current school yea was distributed by Kim Ralls, PTA Treasurer, and rewiewecby the 
board and PTA mernbers at the last mantng. In toright’s meeting, Onid Jaffe made a motion to ancrove 
the budget which was seconded by Rachel Valder. All present voted in favor of approving the budget as 
presented 





Lock Tracked Changes 

© In the document for which you want to lock tracked changes, click the Review tab. 
© Click Track Changes to turn on tracking. 

© Click ~ at the bottom of the Track Changes button. 

© Click Lock Tracking. 


Lock Tracking 


Prevent other authors from turning off Track Changes. 


wt 6 


(This is not a security feature.) 





Reenter to confirm: 


Enter password (optional): eee 





The Lock Tracking dialog box appears. 
(3) Type a password here. 
Q Retype the password here. 
@ click ok. 


Note: Make sure you remember the password or you will not be able to turn off the Track 
Changes feature. 


Word saves the password and the Track Changes button appears gray and unavailable. 


West Schooli PTA Minutos 
Secunda, M, 2015 
The meetng was called to ceder by Terry Adams at 7:00pm. 


In attendance 
[List attendees] 


Approval of Minutes 
The minutes weroroad tom the August mastno end approved 


Bord 

The Board, new principal, and guests were infroduced. Kim Abecroriie was nominatadas the new 
Secretary. Tony Wang made a motion to elect Kim, and Dawid Jaffe secoreied the mote. Al present woud 
in favor, and om Abercromive was coimed as the new Secretary 


Advisory Committee 

There are è nurnber of parent oparings on the Adviscry Commitaa. These openings were listedin the moit 
recent newsletter, Three parents indicated an interest in serving on the comnmtiee. Erik Andersen wil fobow 
up with those parents and. do some additonal recruiting to fll These coming. 


Budget 

The buciget for the current school year was distributed by Kim Ralls, PTA Treasurer, and reviewecby the 
board and PTA mernbers at the last mastng. In toright’s meeting, Onid Jaffe made a moton to ancrove 
the budget which was secondnd by Rachel Valder. All present voted in favor of approving the budget as 
presented 





Unlock Tracked Changes 


a] Open a document with tracked changes locked. 


@ Click the Review tab. 
© Click ~ at the bottom of the Track Changes button. 


O Click Lock Tracking. 


Unlock Tracking 


Password: seri <6) 
OK | 








Jt ok || canel 


The Unlock Tracking dialog box appears. 





B Type the password. 
O click ox. 


The Track Changes button becomes available again so that you can click it and turn off 
the Track Changes feature. 


What happens if I supply the wrong password? 


Microsoft Word 


A The password is incorrect. 


Show Help >> 





This message box appears. You can retry as many times as you want. If you cannot 
remember the password, you can create a new version that contains all revisions already 
accepted, which you can then compare to the original to identify changes. Press 0+0 
to select the entire document. Then press [7+ to unselect just the last paragraph mark 
in the document. Then press {§%}+{ to copy the selection. Start a new blank document 
and press œ+ to paste the selection. 





Work with Comments 


You can add comments to your documents. For example, when you share your documents 
with other users, you can use comments to leave feedback about the text without typing 
directly in the document, and others can do the same. 


To indicate that a comment was added, Word displays a balloon in the right margin near 
the commented text. When you review comments, they appear in a block. Your name 
appears in comments you add, and you can easily review, reply to, or delete a comment, or 
you can indicate that you have addressed a comment. 


Work with Comments 


West School PTA Minutes 
Sqpiander MOIS 
The meeting wes called to onder Dy Terry Adams at 00pm 


tn attendance 
(List attandens} 


of Minutes 


Approval 
The momaiies were read frome Do Agut mneoetrg and aporoved. 


Board 


Adewory Comerttive 
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Add a Comment 
© Click or select the text about which you want to comment. 
@ Click the Review tab. 


© Click New Comment. 


© A comment block appears, marking the location of the comment. 


© Type your comment. 


You can click anywhere outside the comment to continue working. 


West School PTA Mieuties 

Sqpmnder M, WIS 

The meeting was called to order by Terry Adams at 7-00p a 
tn attendance 

{List attendees) 

Approval of Minutes 

The treaties were read fro the Anut meeteg and apgroved. 
Board 


The fosd, newprinced, and yee ee ed eee Jaa 
Secretary. Tory Wengmade a notanta eot Kis, A present voted 


wo favor, and Kim Abercromitee was confiemad as the mew Secretary. 


_omr 
Advisory Comenittoe 
A raseber of paat openings onthe Adveory Committers mare sted inthe: Pdre 
parents inck. ated aninterest in serving on the comming Erik Andersen va 
and do some additonal recruit to ff these openings ad 


Budget 

Kam Ralls, PTA Treasurer, dadtatad the bu for the current schoo! year, nhich mas rovere» 
board nd PTA members a the leat meot Intors meating, Orad ufa made a motion tc 
the budget and Rach V alder seconded the motion. Al present wotedin favor of approwng the l 
presotaj. 


Principal's Report 
Pinapa Jef Hay praebet ris reoot 


New Business 
Recap 





Review a Comment 

(1) Click ~ to switch to Simple Markup view. 

2) Click a comment balloon. 

O word highlights the text associated with the comment. 


O word displays the Comments block and the text it contains. 


O To view all comments along the right side of the document, click Show Comments. 


You can click anywhere outside the comment to hide the Comments block and its text. 
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West School PTA Mirtes 
Septemter M, MIS 


The mosting mas Called to order by Terry Adams at 700p m 
In attendance 
[List attendees) 


Approval of Minust es 
The miraties mere roxi iom the Mpt meetin and oroat. 


Board 
The Board, new precipal, ard guests rere todel. 


te baron, 20d Kim der romba mas corée as the new Secretary 


Adsory Comerce 
ereat re porns rh On the Adva y Comeniioe ished in the mod recent newsies 
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w Report 


Reply to a Comment 





© While working in Simple Markup view, click a comment balloon to display its text. 
2] Click the Reply to Comment button (ə). 

LE Word starts a new comment, indented under the first comment. 

© Type your reply. 


You can click anywhere outside the comment to continue working. 
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West School PTA Mirates 
Spandeer M, DIS 
The meeting was caladto order by Terry Adams at 700p m 


In attendere 
[List attendees) 


Agororal ol Mwst ea 
The mistes were reni from the August meetey arvi porova. 


in favor, and Kim Abercrombie was contemed as the new Secretary. 


Commntior 
Anba of pret openings on the Advsory Commitiog mere ished in the most recert nevesiet Chee Martel 11 mewini wpe 
parents indk sted anurberest in prung on the commise, Lik Anderen well follow up wh thos 
ond do some additonal rewang to fil these openings. 
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booed and PTA members a the lant meotre intorg ti notno, David late made a motion te 
the budget and Rachel Vaide: seconded the motion Alipresent woted favor of approving the | 
presented. 


Principal's Report 
Prinnpad Jef Hay prevertedine repert 


New Dusivess 





Delete a Comment 

a] Click the comment that you want to remove. 
2] Click the Review tab. 

© Click Delete. 


Note: You can also right-click a comment and click Delete Comment. And, you can 
delete all comments in the document by clicking ~ at the bottom of the Delete button and 
then clicking Delete All Comments in Document. 


Word deletes the comment. 


Can I indicate that I have addressed a comment without deleting it? 


Comments 


Elaine Marmel 12 minutes ago 
Terry, I made some sentence structure changes to 
make this information easier to understand, 


A 


Yes, you can mark the comment as done. Right-click the text of the comment and choose 
Mark Comment Done. Word fades the comment text to light gray. 





Review Tracked Changes 


When you review a document containing tracked changes, you decide whether to accept 
or reject the changes. As you accept or reject changes, Word removes the revision marks. 


When Word tracks revisions, it uses different colors to track the changes made and who 
made them so that you can easily identify who did what to a document. By default, Word 
displays changes in Simple Markup view, which indicates, in the left margin, areas that 
have changes. You can use the Reviewing pane to identify who made each change, or you 
can hide the pane and work directly with the revisions. 


Review Tracked Changes 
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Display the Reviewing Pane 
© Open a document in which changes were tracked. 
2] Click the Review tab. 


© Click Reviewing Pane. 


Q In the Revisions pane, Word displays the reviewer’s name, the date, time, and the 
details of each change. 


O You can click v to hide the summary of revisions and view only the details of each 
revision. 


© You can click x to close the pane. 
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West School PTA Minutes 
Spamo N, OIS 


The meeting was cated to ordear by Terry actams at 7:00pm 


In attendance 
[List attendees] 


Approval of Minutes 
Thè minutes werereed fom the August mesteg and aporoved 


Board 

‘The Board, new principal, and guests were infroduoed. Kim Abercrorrtie was norineted.as the new 
Secretary. motorit cant tw esis Tory Wang mada modo to efect tom, and Davic Jaffe 
seconded by Dand aeiethe motion. All oresent woted in favor, and Km Abarcromive was confirmed as te 
few Secretary 


Advisory Committee 
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Review Changes 





Compare Protect Linked 


> 
Note: 


noes mowe OneNote 


Note: Documents containing tracked changes open in Simple Markup view. Red vertical 
bars appear in the left margin to indicate locations where changes were made. 


© Click any vertical bar in the left margin. 


All vertical bars turn gray, and Word changes the view to All Markup and displays all 


changes in the document. 
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West School PTA Minutes 
Sepamnier M, ZS 


The meeting was cated to ordir by Terry Actas at 7:00pm 


In attendance 
[List attendees} 


Approval of Minutes 
The minutes weneread fom the August meeting and aporovedt 


rd, New principal, and quests were iniroduced. Kim Abercrortie was nominated as the naw 
Tory Wang madea mopon te elect Kin, ard 


Quid Jaffe 
bend ete mation Al oresent woted in favor, and Kim Abercrombie was confirmed as he 
Secretary 


Advisory Committee 
Therese number of parent openings on the Achesary Committee z most 
recent newsletter, Three parent: indicand an interest in senang on the comrenattee. Erik flow 


Up with those parents and do some addtona recruiting w fil frese coring 


t 
Kim Rabe, PTA Trepeurer, chetbe tert Phe budget for the ament shod year sasdorininidyian Aaii 
Fla Tereeee, phan arse sowni by the bord and PTA mendes athe lastrmetng In toregits 
meeting, Dad Jafe made a moton to acorove the budget hedrar snd Tre 
motorie echo eteer, All present woted in favor of approving the bucignt as preserted 








votect Linked 
Note: 


OneNote 


© Deleted text appears in color with strikethrough formatting. 
© Added text appears underlined and in color. 
Note: Each reviewer’s changes appear in a different color. 


© Press HEA to place the insertion point at the beginning of the document. 


© Click the Next button (*)) to review the first change. 
O word highlights the change. 


You can click the Next button (*)) again to skip over the change without accepting or 
rejecting it. 
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West Schoo PTA Minutes 
Sepamber M, FOIS 


The meeting was cated to crear by Terry Adams at 7:00pm 


In attendance 
[List attendees) 


Approval of Minutes 
The minutes wereread fom the August meeting andiooraed 


The Board, new principal, and guests were introduced. Ki: wat nominated as the new 
Secretary, Tony Wang (ade a mason to elect Kim. econdad by Canes kitten mance, all 
present voted in fava, and Kim Abercrombie was condi, Seowary 


Advisory Committee 

There-are A number of patent openings on the Achescry Committing hese-cperegs were kitedin the most 
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O Click Accept to incorporate the change into the document or click the Reject button ( 
® -) to revert the text to its original state. 


O word accepts or rejects the change, removes the revision marks, and highlights the 
next change. 


© Repeat Step 4 to review all revisions. 


Or you need to move backward to a change you previously skipped, you can click the 
Previous button (8). 


Can I print revisions? 


Print Current Page 
Just this page 


h Ty Custom Print 
E? : 
Type specific pages, sections or ranges 


Document Info 


Document Info 

List of properties, suchas file narne, author and title 
List of Markup 

Your tracked changes 





Yes, you can print revisions in the document by simply printing the document. Or you 
can print a separate list of revisions by performing the steps that follow: Click the File 
tab to display Backstage view, and then click Print. Click the button below Settings (€) 
). From the menu that appears, click List of Markup (©). Click Print. 





Combine Reviewers’ Comments 


Suppose that two different people review a document, but they review simultaneously 
using the original document. When they each return the reviewed document, you have two 
versions of the original document, each containing potentially different changes. 
Fortunately, you can combine the documents so that you can work from the combined 
changes of both reviewers. 


When you combine two versions of the same document, Word creates a third file that flags 
any discrepancies between the versions using revision marks like you see when you enable 
the Track Changes feature. You can then work from the combined document and evaluate 
each change. 


Combine Reviewers’ Comments 





Note: To make your screen as easy to understand as possible, close all open documents. 
© Click the Review tab. 

@ Click Compare. 

© Click Combine. 


The Combine Documents dialog box appears. 


© Click the Open button (+) for the first document you want to combine. 
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The Open dialog box appears. 
B Navigate to the folder containing the first file you want to combine. 
Q Click the file. 
Q Click Open. 


Combine Documents 


Original document 
Business Plan-Reviewerl.doc x] a 


Revised document 
Business Plan-Reviewer2.doc 8 
| Label unmarked changes with: jpj 


oO = 


The Combine Documents dialog box reappears. 


Label unmarked changes with: [EM = 


More >> 





© Repeat Steps 4 to 7, clicking the Open button (=) for the second document you want 
to combine. 


O you can type a label for changes to each document in these boxes. 


O click OK. 


“HD BS At Meio ° i O 
EHA a Ja 
Show Mart up © 


ik aag 
Ogea = Reviewing Pane = 


> 
Accept — 
s 


B Combined Document 


o 


Chet ewtean 
Heading 1 

finne Marre! injarted 
, located 


Bine Mirre! inate 


4.0 Executive Summary 


The Athletec Shoe store, Joceted in Bay Prunes Square, will 
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Word displays four panes. 
O The left pane contains a summary of revisions. 
© The center pane contains the result of combining both documents. 
O The top right pane displays the document you selected in Step 6. 


© The bottom right pane displays the document you selected in Step 8. 


Two reviewers reviewed the same document but they forgot to track 
changes; can I somehow see their changes? 


Yes. Follow the steps in this section, but, in Step 3, click Compare. Word again displays 


four panes: the summary appears in the left pane; results of comparing the two 
documents appear in the center pane; the document you select in Step 6 appears in the 
top right pane; and the document you select in Step 8 appears in the bottom right pane. 


How do I save the combined document? 


The same way you save any Word document; see Chapter 2 for details. 
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Formatting Text 
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You can format text to improve appearance, for emphasis, and for greater readability. And 
although the individual types of formatting are discussed separately, you can perform each 
of the tasks in this chapter on a single selection of text. 


Change the Font 

Change Text Size 

Emphasize Information with Bold, Italic, or Underline 
Superscript or Subscript Text 
Change Text Case 

Change Text Color 

Apply Text Effects 

Apply a Font Style Set 
Apply Highlighting to Text 
Apply Strikethrough to Text 
Copy Text Formatting 
Remove Text Formatting 





Change the Font 


You can change the typeface that appears in your document by changing the font. 
Changing the font can help readers better understand your document. 


Use serif fonts — fonts with short lines stemming from the bottoms of the letters — to 
provide a line that helps guide the reader’s eyes along the line, making reading easier with 
less eyestrain. Most readers are not even aware that the short line along the bottom of the 
letters helps guide their eyes. Use sans serif fonts — fonts without short lines stemming 
from the bottoms of the letters — for headlines. 


Change the Font 
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Delivered by Benjamin Prankiin in Philadelphia in the Constitutional Convention of 1787 


ITs with reluctance that! rise to express a disapprofetion of any one article of the plan for which we 
are so much obliged to the honorable gentlemen wholaidit before us. From fs first reading! have 
borne a good wil to it, and, in general, wishedit success. inthis particular of salaries to the executive 
branch, | happento differ, and, as my opiron may appear new and chimerica), it is only from a 
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most violent effects. Piace before the eyes of such mena post of honor, that shall, at the same time, be 
a place of profit, and they wil move heaven and earthto obtain £. The vast number of such places it is 
that renders the British government sotempestuous, The struggles forthe are the true source of all 
those factions which are perpetually Gvidingthe nation, cistracting its couneis, hurrying’ sometimes 
into fruitless and mischievous wars, and often compelling a summissionto dishonorable terms of peace 
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@ Select the text that you want to format. 


Qır you drag to select, the Mini Toolbar appears, and you can use it by moving the 
mouse () toward the Mini Toolbar. 


© To use the Ribbon, click the Home tab. 


© Click the Font ~ to display a list of the available fonts on your computer. 
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O Click the font you want to use. 


© word assigns the font to the selected text. 


This example applies the Copperplate Gothic font to the text. 


You can click anywhere outside the selection to continue working. 


Change Text Size 


You can increase or decrease the size of the text in your document. Increase the size to 
make reading the text easier; decrease the size to fit more text on a page. 


Fonts are measured in points; the term originates in typography as a fraction of a pica, but 
desktop publishing redefined the point in the 1980s and 1990s as 1⁄4; inch. In both 
typography and desktop publishing, 12 points equal a pica, the standard font size used for 
reading. 


Change Text Size 
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Delivered by Benjamin Franklin in Philadelphia in the Constitutional Convention of 1787 


IT is with reluctance that! nse to express adisapprobation of any one article of the plan for which we 
are $0 much obdged to the honorable gertiemen wholaid it before us, From ts first reading! have 
bome a good wil to it, and, in general, wished it success. inthis particular of salaries to the executive 
branch, | happento differ; and, at my opintonmasy appear new and chimerical, it is orty from è 
persuasion that R is right, and from a sense of duty, that | harard t. The commatee will judge of my 
reasons when they have heardthem, and ther judgment may possibly change ming, | think! see 
inconveniences inthe appointment of salanes; | see none inrefunng them, but, on the contrary, great 


advartages 


Sr, there are two passions which have a powerfulinfluence inthe affairs of men. These are ambrion 
and avarice the love of power andthe loveof money. Separately, each of these has great force in 
prompting mento action; but, when united in view of the same object, they have, inmany minds, the 
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a] Select the text that you want to format. 


Qır you drag to select, the Mini Toolbar appears in the background, and you can use it 
by moving the mouse () toward the Mini Toolbar. 


© To use the Ribbon, click the Home tab. 


(3) Click the Font Size ~ to display a list of the possible sizes for the current font. 


Note: Word displays a sample of the selected text in any font size at which you point the 
mouse. 
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persustion that it is gh, and from a sense of duty, that | harard t. The commeatee will judge of my 
reasons when they have heardthem, and ther judgment may possibly change mine. | think! see 
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advartages 


Sir, there are two passions which hare a powerful influence inthe affairs of men. These areambrion 
ond varice the love of power and the loveof money, Separately, each of these has great force in 
prompting mento action; but, when untedi view of the same object, they have, in marry minds, the 
most violent effects. Place before the eyes of such mens post of honor, that shall, at the same time, be 
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that renders the British government sotempestuous, The struggles for them are the true source of all 
those factions which are perpetually dividing the nation, distracting Rs councils, hurryingit sometimes 
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4 ) Click a size. 


© word changes the size of the selected text. 
This example applies a 24-point font size to the text. 


Note: You also can change the font size using the Increase Font Size and Decrease Font 
Size buttons (a and a’) on the Home tab. Word increases or decreases the font size with 
each click of the button. 


You can click anywhere outside the selection to continue working. 


Emphasize Information with Bold, Italic, or 
Underline 


You can apply italics, boldface, or underlining to add emphasis to text in your document. 
Each technique distinguishes text in a different way. 


Boldface changes the brightness of the text, making the text darker than surrounding text. 
Italic applies a script-line appearance to text, slanting it the way handwriting slants. 
Underlining is not often used in printed material because it is considered to be too 
distracting to the reader; instead, you might find underlining appearing in handwritten 
materials to emphasize a point. 


Emphasize Information with Bold, Italic, or Underline 
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© Select the text that you want to emphasize. 


Qır you drag to select, the Mini Toolbar appears in the background, and you can use it 
by moving the mouse () toward the Mini Toolbar. 


Oi you want to use the Ribbon, click the Home tab. 


& Click the Bold button (e), the Italic button (z), or the Underline button (u ~) on the 
Ribbon or the Mini Toolbar. 


Notice of Directors Meeting docx - Word (Trad) 


Design Layo Reference Mashing: Reverw View O Tel me what 


P find « 


OEN Ae @ EEE N AaBbCel AaBbC AaBbCel AaBbCel ~ 
. 7-A: Fas p. 2- . Emphat Heading t 1 ENeemal Song 


* Replace 


NOTICE OF REGULAR DIRECTORS’ MEETING 

To: John Smith, Director of Senitt Corporagon 

Notice is now given that the regular monthly meeting of the board of directors will be held 
on October 5, 2016 at 9.00 am. at the principal office of the corporation located at 1234 
Main Street, Phoenix, AZ 


Dated September 10, 2016 


James O'Donnell, Secretary of Smith Corporation 





© word applies the emphasis you selected. 
This example shows the text after italic is selected. 


You can click anywhere outside the selection to continue working. 


Superscript or Subscript Text 


You can assign superscript or subscript notation to text. A superscript or subscript is a 
number, figure, or symbol that appears smaller than the normal line of type and is set 
slightly above or below it; superscripts appear above the baseline of regular text, whereas 
subscripts appear below the baseline. Subscripts and superscripts are perhaps best known 
for their use in formulas and mathematical expressions, but they are also used when 
inserting trademark symbols. 


Superscript or Subscript Text 


Copyright, registered, and trademark symbols often appear superscripted, as in the following examples: 
Copyright® B J » AF Cee, + Style 
| 





© Type and select the text that you want to appear in superscript or subscript. 


Qır you drag to select, the Mini Toolbar appears in the background. 
2) Click the Home tab. 


© Click the Superscript button (x) or the Subscript button (*-). 
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Copyright, registered, and trademark symbols often appear superscripted, as in the following examples: 


Kellogg's™ 


Copyright® 
Microsoft® <Q 





© word adds superscripts or subscripts to the selected text. 


You can click anywhere outside the selection to continue working. 


Change Text Case 


You can change the case of selected text instead of retyping it with a new case applied. 
You can apply five types of case to your text. You can apply lowercase to selected text, 
which uses no capital letters. You can apply uppercase to selected text, which uses all 
capital letters. Using sentence case, you capitalize the first letter of the selected phrase 
while all other words in the phrase appear lowercase. You can capitalize each word in a 
selected phrase, or you can toggle case, which changes uppercase letters to lowercase and 
lowercase letters to uppercase in selected text. 


Change Text Case 
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NOTICE OF REGULAR DIRECTORS’ MEETING 


To. John Smith, Director of Smith Corporation -£ 
Notice is now given that the regular monthly meeting of Me board of directors will be held 


on October 5, 2016 at 9.00 am. at the principal office of the corporation located at 1234 
Main Street, Phoemx, AZ 


Dated September 10, 2016 


Janes O'Donnell, Secretary of Smith Corporation 





@ Select the text to which you want to assign a new case. 


The Mini Toolbar appears in the background if you drag to select text. 
2) Click the Home tab. 
© Click the Change Case button (a -). 


© Click the case you want to use. 
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NOTICE OF REGULAR DIRECTORS’ MEETING 

TO. JOHN SMITH, DIRECTOR OF SMITH CORPORATION 

Notice is now given that the regular monthly meeting of the board of directors will be held 
on October 5, 2016 at 9.00 am. at the pnncipal office of the corporation located at 1234 
Main Street, Phoenix, AZ 


Dated September 10, 2016 


Janes O' Doanell, Secretary of Smith Corporation 





© The selected text appears in the new case. 


You can click anywhere outside the selection to continue working. 


Change Text Color 


You can change the color of selected text for emphasis. For example, if you are creating a 
report for work, you might make the title of the report a different color from the 
information contained in the report or even color-code certain data in the report. 


Color is effective when you view your document on-screen, save it as a PDF or an XPS 
file, or print it using a color printer. 


Change Text Color 
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sre $0 much obbged to the honorable gentlemen wholsicit before us, From ns first reading! have 
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persussion thatit is right, and froen a sense of duty, that | hazard it. The committee wil judge of my 
reasons when they have heardthem, and ther judgment may possibly change mine, | think! see 
inconveniences inthe appointment of salaries; | see none inrefusingthem, but, on the contrary, great 


advantages 


Sr, there are two passions which have a powertul influence inthe affairs of men. These are ambition 
and evarice the love of power ond the love of money. Separately, each of these has great force in 
Prompting mento action; but, when uwted#) view of the same object, they have, inmany minds, the 
most vickent effects. Place before the eves of such mena post of honor, that shal, at the same time, be 
a place of profit, and they wil move heaven and earth to obten t. The vast number of such places it is 
that renders the British government sotempestuous, The struggles forthern are the true source of afl 
those factions which are perpetually dividing the nation, distracting its councils, hunrying® sometimes 
into fruitless and mischievous wars, and often com poling a submissionto dishonorable terms of peace 





© Select the text that you want to change to a different color. 


Qır you drag to select, the Mini Toolbar appears, and you can use it by moving the 
mouse () toward the Mini Toolbar. 


© To use the Ribbon, click the Home tab. 


© Click ~ next to the Font Color button (A -), and point the mouse (Ù) at a color. 


Word displays a preview of the selected text. 
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Delivered by Benjamin Franklin in Pheladelptia in the Constitutional Convention of 1787 


IT ès withretuctance that! rise to express a disapprobation of any one article of the plan for which we 
are s0 much obiged to the honorable gentlemen wholsicit before us. From Rs first reading | have 
bome a good wil to it, and, in general, withed it success. inthis particular of salaries to the executive 
branch, | happento differ; and, as my opireonmay appear new and chemerical, it is onty from a 
persussion that ft is night, and froen a sense of duty, that! hazard it. The commatee wil judge of my 
reasons when they have heardthem, and ther judgment may possibly change mine, | think! see 
inconveniences in the appointment of salaries; | see none inrefusingthem, but, on the contrary, great 
advartages. 


Sr, there are two passions which have a powertulinthuence inthe affairs of men. These are ambition 
and evarice ~the love of power andthe love of money. Separately, each of these has great force in 
promptingmento action; but, when utedin view of the same object, they have, inmany minds, the 
most violent effects. Place before the eyes of such mena post of honor, that shall, at the same time, be 
a pisce of profit, and they wil move heaven and earth to obtain t. The vast number of such places it is 
that renders the British government sotempestuous, The struggles for theen are the true source of all 
those factions which are perpetually dividingthe nation, distracting its coundiis, hurrying® sometimes 
into fruitless and mischievous wars, and often compelling a submissionto dishonorable terms of peace 





4) Click a color. 


© word assigns the color to the text. 
This example applies a blue color to the text. 


You can click anywhere outside the selection to continue working. 


Apply Text Effects 


You can use a text effect to draw a reader’s eye to the text. Text effects go beyond typical 
techniques you use for emphasis, such as boldface, italics, or underlining. (You can read 
about these emphasis techniques in the section “Emphasize Information with Bold, Italic, 
or Underline,” earlier in this chapter.) Using text effects, you can apply outlines, shadows, 
reflections, and glows to text or WordArt. Text effects accomplish your goal of drawing 
the reader’s eye most successfully if you apply them sparingly and limit your use of them 
to headlines or titles. 


Apply Text Effects 
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a] Type and select the text to which you want to apply an effect. 


2] Click the Home tab. 
6 Click the Text Effects button (A -). 
© The Text Effects gallery appears. 


O Point the mouse (Ù) at the type of text effect you want to apply. 


O word displays a gallery of options available for the selected text effect; you can 
preview any text effect by pointing the mouse (È) at it. 


© Click an option from the gallery to apply it. 
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© word applies your choice to the selected text. 


You can click anywhere outside the selection to continue working. 


Apply a Font Style Set 


You can use font style sets to enhance the appearance of OpenType fonts. Font style sets 
can add just the right mood to a holiday card by adding flourishes to the letters in the font 
set. 


The OpenType font structure adds several options to its predecessor TrueType that 
enhance the OpenType font’s typographic and language support capabilities. OpenType 
fonts use an extension of .otf or .ttf; the .ttf form typically includes PostScript font data. 
OpenType fonts store all information in a single font file and have the same appearance on 
Macs and PCs. 
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Apply a Font Style Set 
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Happy Holidays and May All Your New Year Wishes Come True! 


Happy Holidays and May All Your New Year Wishes Come True! EÍ) 


© Select an OpenType font. 


This example uses Gabriola. 


(2 Type some text, and select it. 
The Mini Toolbar appears if you drag to select text. 


© Click the Text Effects button (A -). 
© The Text Effects gallery appears. 


O Point the mouse (|: ) at Stylistic Sets. 


O word displays a gallery of options available for Stylistic Sets; you can preview any set 


by pointing the mouse (X) at it. 


B Click an option from the gallery to apply it. 


font style set example. docx 
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© word applies the font style set to the text you selected. 


You can click anywhere outside the selection to continue working. 


Apply Highlighting to Text 


You can use color to create highlights in a document to draw attention to the text. You can 
help your reader be an active reader and understand and remember what you have written 
if you highlight a keyword or a small phrase. Highlighting is effective when viewing the 
document on-screen or when you print the document using a color printer. 


Do not be tempted to overuse highlighting. If you highlight every other sentence or even 
all the headings in a document, your reader will learn to ignore the highlighting. 


Apply Highlighting to Text 
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NOTICE OF REGULAR DIRECTORS’ MEETING 


TO. JOHN SMITH, DIRECTOR OF SMITH CORPORATION 


Notice ts now given that the regular mg neeting of the board of directors will be held 
on October 5, 2016 at 9.00 am al office of the corporation located at 1234 
Main Street, Phoenix, AZ 


Dated September 10, 2016 


Janes O'Donnell, Secretary of Smith Corporation 


© Select the text that you want to highlight. 


The Mini Toolbar appears if you drag to select text, and you can use it by moving the 
mouse () toward the Mini Toolbar. 


© To use the Ribbon, click the Home tab. 


© Click ~ beside the Text Highlight Color button (*” -) on the Ribbon or the Mini 
Toolbar. 


Oa palette of color choices appears. 


You can point the mouse (Ù) at any color, and Word displays a sample of the selected 
text highlighted in that color. 


4) Click a color. 
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NOTICE OF REGULAR DIRECTORS’ MEETING 

TO. JOHN SMITH, DIRECTOR OF SMITH CORPORATION 

Notice is now given that the regular m ecting of the board of directors will be held 
on October 5; 2016/4 9:00 ami! office of the corporation located at 1234 
Main Street, Phoezix, AZ 

Dated September 10, 2016 


James O'Donnell, Secretary of Smith Corporation 





O word highlights the selected text using the color you choose. 


Apply Strikethrough to Text 


You can use the Strikethrough feature to draw a line through text you propose to delete. 
Strikethrough formatting is often used in the legal community to identify text a reviewer 
proposes to delete; this formatting has developed a universal meaning and has been 
adopted by reviewers around the world. However, if you need to track both additions and 
deletions and want to update the document in an automated way, use Word’s review 
tracking features as described in Chapter 4. 


Apply Strikethrough to Text 
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NOTICE OF REGULAR DIRECTORS’ MEETING 

TO. JOHN SMITH, DIRECTOR OF SMITH CORPORATION 

Notice 1s now given that the regular monthly meeting of the board of directors will be held on 
October 5, 2016 at 2.00 am. atthe principal office of the corporation located at 1234 Man Street, 
Phoenix, AZ 


Dated September 10, 2016 


James O'Donnell, Secretary of Smith Corporation 


Minutes of the Last Directors’ Meeting 


The meeting was called to order at TOO mber 3, 2016. All members of the Board 
were present 





@ Select the text to which you want to apply strikethrough formatting. 
The Mini Toolbar appears if you drag to select text. 


2) Click the Home tab. 
© Click the Strikethrough button («). 
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NOTICE OF REGULAR DIRECTORS’ MEETING 
TO. JOHN SMITH, DIRECTOR OF SMITH CORPORATION 


Notice is now given that the regular monthly meeting of the board of directors will be held on 
October 5, 2016 at 9.00 am. atthe principal office of the corporation located at 1234 Maen Street, 
Phoenix, AZ 


Dated September 10, 2016 


James O'Donnell, Secretary of Smith Corporation 


Minutes of the Last Directors’ Meeting 


The meeting was T A 3.00 pm on September 3, 2016. All members of the Board 
‘were present 





© word applies strikethrough formatting to the selected text. 
You can click anywhere outside the selection to continue working. 


You can repeat these steps to remove strikethrough formatting. 


Copy Text Formatting 


Suppose you have applied a variety of formatting options to a paragraph to create a certain 
look — for example, you changed the font, the size, the color, and the alignment. If you 
want to re-create the same look elsewhere in the document, you do not have to repeat the 
same steps as when you applied the original formatting, again changing the font, size, 
color, and alignment. Instead, you can use Word’s Format Painter feature to “paint” the 
formatting to the other text. 


Copy Text Formatting 


TO. JOHN SMITH, DIRECTOR OF SMITH CORPORATION 


Notoce is now given that the regular monthly meeting of the board of directors will be held 
on October 5, 2016 at 9.00 am. at the pnncapal office of the corporation located at 1234 


Main Street, Phoemx, AZ 


Dated September 10, 2016 Al =f) 


Janes O'Donnell, Secretary of Smith Corporation 


Ce MINUTES OF THE LAST DIRECTORS" MEETING 


The meeting was called to order at +06 p m. on September 8, 2016. All members of the 
Board were present 





© Select the text containing the formatting that you want to copy. 


The Mini Toolbar might appear in the background, and you can use it by moving the 
mouse () toward the Mini Toolbar. 


© To use the Ribbon, click the Home tab. 


© Click the Format Painter button (.*). 


© The mouse (œ) changes to A when you move the mouse over your document. 


© Click and drag over the text to which you want to apply the same formatting. 
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TO. JOHN SMITH, DIRECTOR OF SMITH CORPORATION 
Notice is now given that the regular monthly meeting of the board of directors will be held 
on October 5, 2016 at 9:00 am. at the principal office of the corporation located at 1234 
Main Street, Phoenix, AZ 


Dated September 10, 2016 


œ> 


The meeting was called to order at 240 p.m. on September 8, 2016. All members of the 
Board were present 





O word copies the formatting from the original text to the newly selected text. 


To copy the same formatting multiple times, you can double-click the Format Painter 
button (.*). 


You can press E5 to cancel the Format Painter feature at any time. 


Remove Text Formatting 


Sometimes, you may find that you have applied too much formatting to your text, making 
it difficult to read. Instead of undoing all your formatting changes by hand, you can use 
Word’s Clear Formatting command to remove any formatting you have applied to the 
document text. When you apply the Clear Formatting command, which is located in the 
Home tab on the Ribbon, Word removes all formatting applied to the text and restores the 
default settings. 


Remove Text Formatting 
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NOTICE OF REGULAR DIRECTORS’ MEETING 


TO. JOHN SMITH, DIRECTOR OF SMITH CORPORATION 





Notice is now given that the regular monthly meeting of the board of directors will be held 
on October 5, 2016 at 9.00 am. at the pnncapal office of the corporation located at 1234 
Main Street, Phoemx, AZ 


Dated September 10, 2016 
James O'Donnell, Secretary of Smith Corporation 
g LÈ 
The meeting was called to order at 490 p.m. on September 8, 2016. All members of the 
Board were present 





© Select the text from which you want to remove formatting. 


Note: If you do not select text, Word removes text formatting from the entire document. 
© Click the Home tab. 


© Click the Clear Formatting button (**). 
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TO. JOHN SMITH, DIRECTOR OF SMITH CORPORATION 
Notice is now given that the regular monthly meeting of the board of directors will be held 
on October 5, 2016 at 9.00 am. at the pnncapal office of the corporation located at 1234 
Main Street, Phoenix, AZ 


Dated September 10, 2016 
James O'Donnell, Secretary of Smith Corporation 
Ce MINUTES OF THE LAST DIRECTORS" MEETING 


The meeting was called to order at 309 p.m. on September 8, 2016. All members of the 
Board were present 





© Word removes all formatting from the selected text. 


You can click anywhere outside the selection to continue working. 


Set the Default Font for All New Documents 


You can change the default font that Word uses for all new documents you create. Word’s 
default font is Calibri, 11 point, a sans serif font. Suppose that most of the documents you 
create are report-like in nature. For these types of documents, you want to use a serif font, 
such as Cambria or Times New Roman, because the serifs on letters will help guide the 
reader’s eye, making reading easier so that the reader can focus on your meaning. 


Changing the default font does not affect documents you have already created. 


Set the Default Font for All New Documents 


O Arial Black 
O Anal Narrow 
© Arial Rounded MT Bold 
O Arial Unicode MS i tre Styles gale: 
O Baskerville Old Face 
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Note: This example begins with the default Word font, Calibri, and size, 11. It changes the 
default font to Cambria and size to 12. 


© Click the Home tab. 
O Right-click the Normal style. 


© Click Modify. 
The Modify Style dialog box appears. 


© Click ~ to select the font that you want to use for all new documents. 


B Click v to select the font size that you want to use for all new documents. 


Modify Style 


Properties 





Name: Normal 





Style type: Paragraph 

Style based on: | {no style) 

Style for following paragraph: | T Normal 
Formatting 


| Cambria y] 12 [y] B I U Automatic 


Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text 
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text 
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text 


Font: (Default) Cambria, 12 pt, Left 
line spacing: Multiple 1.08 li, Space 
After: 8 pt, Widow/Orphan control, Style: Show in the Styles gallery 


Add to the Styles gallery 


Format + Cancel 





Oa preview of the new selections appears here. 
Q Select New documents based on this template (© changes to ®). 


0 click OK. 
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© when you open a new document, the default font and font size are the font and font 
size you selected in Steps 4 and 5, respectively. 


Note: To open a new document, see Chapter 2. 





I like the default font, but I want to indent the first line of each 
paragraph by default. Can I do that? 


Paragraph 
Epes Indents and Spacing —_ Line and Page Breaks 


Name: 
General 


Style type: 


Alignment: Left v 
Style based on: — 
v 


Outline level: Body Text Collapsed by default 


n | 


Style for following par 


Formatting | Indentation 
Calibri (Body) Í Left: o 4 Special: 


Right: o” <a First line . x A 


[C] Mirror indents 
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2 Format” 





Yes. Follow these steps: 
1 Complete Steps 1 to 3 to open the Modify Style dialog box. 


J Click Format and, from the list that appears, click Paragraph. 


The Paragraph dialog box appears. 
J In the Indentation section, click the Special v. 
9 Click First line. 
Q By default, Word applies a .5” indentation, but you can change the value if you want. 
J Click OK. 


6 Complete Steps 6 and 7. 


When you open a new document and begin typing text, the first line of each paragraph 
is indented by default. 


CHAPTER 6 


Formatting Paragraphs 
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The “Give Me Liberty or Give Me Death” Speech 


| By Patrick Henry, delivered on March 23, 1775, before the Second 


|| Revolutionary Convention of Virginia, in the old church in Richmond. 


NO manthinks more highly than I do ofthe patriotism, as well as abilities, ofthe very 
worthy gentlemen who have just addressed the House. But different men often see the 
same subject in different lights; and, therefore, | hope it will not be thought disrespectful to 
those gentlemen, if, entertaining as 1 do opinions of a character very opposite to theirs, | 
shall speak forth my sentiments freely and wkhout reserve, This is no time for ceremony. 


The question before the House is one of awful moment to this country, For my own part, | 
consider & as nothing bess than a question of freedom or slavery; and in proportion tothe 
magnitude ofthe subject ought to be the freedom ofthe debate. It is only in this way that 
we can hope to arrive at truth, and fulfil the great responsibilty which we hold to God and 
our country. Should J keep back my opinions at such a time, through fear of giving offense, | 
should consider myself as guilty oftreason toward my country, and ofan act of disloyaky 
toward the Majesty of Heaven, which | revere above all earthly kings. 


Mr. President, it is natural to man to indulge in the illusions of hope. We are aptto shut our 
eyes against a painful truth, and listen to the song of that siren, till she transforms us into 





Instead of formatting individual words in your document, you can apply changes to entire 
paragraphs to help certain sections of your text stand out. You can apply formatting such 
as line spacing, bullets, or borders to the paragraphs in your document to enhance the 
appearance of the document. 


Change Text Alignment 

Set Line Spacing Within a Paragraph 
Set Line Spacing Between Paragraphs 
Create a Bulleted or Numbered List 
Display Formatting Marks 

Hide or Display the Ruler 

Indent Paragraphs 

Set Tabs 

Add a Paragraph Border 

Review and Change Formatting 
Compare Formatting 





Change Text Alignment 


You can use Word’s alignment commands to change the way that your text is positioned 
horizontally on a page. By default, Word left aligns text. You can align text with the left or 
right margins, center it horizontally between both margins, or justify text between both the 
left and right margins. You can change the alignment of all the text in your document or 
change the alignment of individual paragraphs and objects. To align text vertically, see 
Chapter 7. The example in this section centers a headline between the left and right 
margins. 


Change Text Alignment 
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NOTICE OF REGULAR DIRECTORS’ MEETING 

To: John Smith, Director of Si 

A tices no yw given that the regular moi ting e board of directors will be held 
b j corporation located at 1234 

Main S Street, Phoenix, AZ. The directors will meet to enbabegstited afinished business from 

the last meeting, held on September 4, 2015 and to address any new buaness that may 

anse Atthis time, Ihave received one item of new buaness forthe agenda the October 


15 meeting 


Dated September 10, 2015 


James O'Donnell, Secretary of Smith Corporation 


MINUTES OF THE LAST DIRECTORS’ MEETING 


The meeting was called to order at 700 pm. on September 4, 2015 All members of the 
board were present 





a] Click anywhere in the paragraph that you want to align, or select the paragraphs and 
objects that you want to align. 


© Click the Home tab. 


© Click an alignment button. 


The Align Left button (=) aligns text with the left margin, the Center button (=) 
centers text between the left and right margins, the Align Right button (=) aligns text 
with the right margin, and the Justify button (=) aligns text between the left and right 
margins. 
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NOTICE OF REGULAR DIRECTORS’ MEETING b) 


Qe To John Smith, Director of Smath Corporation 


Notice is now given that the regular monthly meeting of the board of directors will be held 
on October 15, 2015 at 900 am. atthe prncipal office of the corporation located at 1234 
Main Street, Phoenix, AZ. The directors will meet to discuss any unfinished business from 
the last meeting, held on September 4, 2015 and to address any new business that may 
anse Atthis time, Ihave received one item of new business for the agenda of the October 
15 meeting 


Dated September 10. 2015 


James O'Donnell, Secretary of Smith Corporation 


MINUTES OF THE LAST DIRECTORS’ MEETING 


The meeting was called to order at 7.00 p.m. on September 4, 2015. All members of the 
board were present 





Word aligns the text. 
© This text is aligned with the left margin. 
© This text is centered between both margins. 
© This text is aligned with the right margin. 


O This text is justified between both margins. 


Set Line Spacing Within a Paragraph 


You can change the amount of space Word places between the lines of text within a 
paragraph. For example, you might set 1.5 spacing to make paragraphs easier to read. By 
default, Word assigns single spacing within a paragraph for all new documents that you 
create. 


Word can measure line spacing in inches, but, in keeping with typography tradition, line 
spacing is most often measured in points, specified as pts. Twelve pts equal approximately 
one line of space. 


Set Line Spacing Within a Paragraph 
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By Abraham Linc © "OVE pace erie 7 1563 


FOURSCORE and seven years ago our fathers brought forth upon this continent a new 
nation, concelved in liberty, and dedicated to the proposition that all men are created 
equal 


Now we are engaged in a grips esting whether that nation, or any nation so 
conceived and so dedicated, can lo ure. We are met on a great battle-field ofthat war 


We have come to dedicate a portion ofthat field as a final resting-place for those who here 
gave thelr lives that that nation might live, it is akogether fitting and proper that we should 
do this 


But ina larger sense, we can not dedicate—we can not consecrate—we can not hallow this 
ground, The brave men, living and dead, who struggled here, have consecrated it far above 
our poor power to add or detract. The world will little note, nor longremember, what we 
say here, but it can never forget what they did here. It is for us, the living rather, to be 
dediated here tothe unfinished work which they who fought here thus far so nobly 
advanced. it is rather for us to be here dedicated to the great task remaining before us— 
that from these honored dead we take increased devotion to that cause for which they gave 
the last full measure of devotion—that we here highly resolve that these dead shall not 
have died in vain—that this nation, under God, shall have a new birth of freedom and that 
government ofthe people, by the people, and for the people, shall not perish from the earth 





© Click in the paragraph for which you want to change line spacing. 
2) Click the Home tab. 
© Click the Line Spacing button ($= -). 


Note: As you move the mouse (Ù) over line spacing options, Word previews the 
paragraph using each option. 


4 ) Click a number. 


A setting of 1 represents single spacing, 1.15 places a small amount of blank space 
between lines; 1.5 places half a blank line between lines of text; 2 represents double 
spacing; 2.5 places one and a half blank lines between lines of text; and 3 represents 
triple spacing. 
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The Speech at Gettysburg, Pennsylvania 


By Abraham Lincoln, Delivered on November 19, 1863 


FOURSCORE and geven years ago our fathers brought forth upon this continent a new 
nation, conceived in liberty, and dedicated to the proposition that all men are created 
equal 


Now we are engaged in a great civil war, testing whether that nation, or any nation so 


A and so dedicated, can long endure. We are met on a great battlefield ofthat war, 


We have come to dedicate a portion ofthat field as a final resting-place for those who here 
gave their lives that that nation might live, It ts akogether fitting and proper that we should 


do this. 


But in a larger sense, we can not dedicate—we can not consecrate—we can not hallow this 
ground. The brave men, living and dead, who struggled here, have consecrated it far above 
our poor power to add or detract. The world will litle note, nor long remember, what we 
say here, but it can never forget what they did here. It is for us, the living rather, to be 
dedicated here tothe unfinished work which they who fought here thus far so nobly 
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O word applies the line spacing you specified to the paragraph containing the insertion 
point. 


Set Line Spacing Between Paragraphs 


In addition to changing the spacing between lines within a paragraph, you can change the 
amount of space Word places between paragraphs of text. For example, you can use this 
technique to set double spacing between paragraphs while maintaining single spacing 
within each paragraph. 


You can set spacing before a paragraph or after a paragraph. Word measures spacing 
between paragraphs in points (pts), and one line equals approximately 12 pts. You can 
create one blank line between paragraphs by adding 6 pts before and 6 pts after the 
paragraph, or you can simply add 12 pts before or 12 pts after the paragraph. 


Set Line Spacing Between Paragraphs 
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The Speech at Gettysburg, Pennsylvania 


By Abraham Lincoln, Delivered on November 19, 1863 


FOURSCORE and seven years ago our fathers brought forth upon this continent a new 
nation, conceived in liberty, and dedicated to the proposition that all men are created 
equal. 

Now we are engaged in a great civil war, testing whether that nation, or any nation so 
conceived and so dedicated, can long endure. We are met on a great battlefield ofthat war, 
We have come to dedicate a portion ofthat field as a final resting-place for those who here 
gave their lives that that nation might live. It is akogether fitting and proper that we should 
do this. 

But in a larger sense, we can not dedicate—we can not consecrate—we can not hallow this 
ground. The brave men, living and dead, who struggled here, have consecrated it far above 
our poor power to add or detract. The world will little note, nor long remember, what we 
say here, but k can never forget what they did here. it is for us, the living rather, to be 
dedicated here tothe unfinished work which they who fought here thus far so nobly 
advanced. It is rather for us to be here dedicated to the greattask remaining before us— 
that from these honored dead we take increased devotion to that cause for which they gave 
the last full measure of devotion—that we here highly resolve that these dead shall not 
have died in vain—that this nation, under God, shall have a new birth of freedom and that 
government ofthe people, by the people, and forthe people, shall not perish from the earth. 





© Select the paragraph or paragraphs for which you want to define spacing. 
© Click the Home tab. 


© Click the Paragraph group dialog box launcher (+). 


Paragraph 





Indents and Spacing | Line and Page Breaks | 


General 
Alignment: C ~ | 


Outline level: Body Text [v] Collapsed by default 


Indentation 


Left: o" + Special: 


Right: o" | (none) 


[_] Mirror indents 


Spacing 
Before: Opt EA) pacing: 
After: Opt KA| Single 
[_] Don't add space between paragraphs of the same style 


Preview 


FOURSOORE md acves yori age our fabor brouphi [orib upao ibia moua 2 ecw cmon, 
mowval io boy, æd dalian w ibe propouuoo ba d) om we oana mu. 





Set As Default Cancel 


The Paragraph dialog box appears. 





© Click £ to increase or decrease the space before the selected paragraph. 


Paragraph 


Indents and Spacing | Line and Page Breaks | 


General 


Alignment: [ES v | 


Outline level; Body Text vl Collapsed by default 


Indentation 
Left: o" = Special: 
Right: rb | (none) 


[| Mirror indents 


Spacing 
Before: o pt | Line spacing: 
After: 12 pt Re le 


[C] Don't add space between paragraphs of the same style 


Preview 
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B Click £ to increase or decrease the space after the selected paragraph. 





Q click OK. 
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The Speech at Gettysburg, Pennsylvania 


By Abraham Lincoln, Delivered on November 19, 1563 


FOURSCORE and seven years ago our fathers brought forth upon this continent a new 
nation, conceived in liberty, and dedicated to the proposition that all men are created 


A 
Now we are engaged in a great civil war, testing whether that nation, or any nation so 


concelved and so dedicated, can long endure. We are met on a great battle-fleld ofthat war, 
We have come to dedicate a portion ofthat feld as a final resting-place for those who here 
gave their lives that that nation might live. It is akogether fitting and proper that we should 


Qh do this. 
But in a larger sense, we can not dedicate—we can not consecrate—we can not hallow this 


ground. The brave men, living and dead, who struggled here, have consecrated it far above 
our poor power to add or detract. The world will little note, nor long remember, what we 
say here, but it can never forget what they did here. it is for us, the living rather, to be 
dedicated here tothe unfinished work which they who fought here thus far so nobly 
advanced. It is rather for us to be here dedicated to the greattask remaining before us— 
that from these honored dead we take increased devotion to that cause for which they gave 
the last full measure of devotion—that we here highly resolve that these dead shall not 
have died in vain—that this nation, under God, shall havea new birth of freedom and that 
government ofthe people, by the people, and forthe people, shall not perish from the earth. 





O word applies the spacing before and after the selected paragraph. 


You can click anywhere outside the selection to continue working. 


What does the Don’t Add Space Between Paragraphs of the Same Style 
check box do? 


As described later in this chapter, you can use styles to assign predefined sets of 
formatting information, such as font and paragraph information, including line spacing, 
to paragraphs. By default, Word assigns the Normal style to each paragraph of text. You 
can select Don’t add space between paragraphs of the same style (O changes to ™) to 
use the same spacing both within a paragraph and between paragraphs to which you 
have assigned the same style. 





Create a Bulleted or Numbered List 


You can draw attention to lists of information by using bullets or numbers. Bulleted and 
numbered lists can help you present your information in an organized way. You can create 
a list as you type it or after you have typed list elements. 


A bulleted list adds dots or other similar symbols in front of each list item, whereas a 
numbered list adds sequential numbers or letters in front of each list item. As a general 
rule, use bullets when the items in your list do not follow any particular order, and use 
numbers when the items in your list follow a particular order. 


Create a Bulleted or Numbered List 


hj > 
Abe Abbad Sabet 





Create a List as You Type 
© Type 1. to create a numbered list or * to create a bulleted list. 


© Press E or E3. 


O word automatically formats the entry as a list item and displays the AutoCorrect 
Options button (*-) so that you can undo or stop automatic numbering. 


© Type a list item. 


O Press E to prepare to type another list item. 


O word automatically adds a bullet or number for the next list item. 


B Repeat Steps 3 and 4 for each list item. 


To stop entering items in the list, press E twice. 
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Aunt Fannie’s Helpful Hints 


Do you have any of the following stains on your carpet? 


Don't worry. Aunt Fonnle’s Helpful Hints contains tips and tricks you can use to clean up 
these stains and more. This amazing pan phiet-atyle book will help you make your 
carpet look like nobody has ever used it. 





Create a List from Existing Text 
a] Select the text to which you want to assign bullets or numbers. 
@ Click the Home tab. 


© Click the Numbering button (= -) or the Bullets button (=£ -). 
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Aunt Fannie’s Helpful Hints 


Do you have any of the following stains on your carpet? 


Cigarette burns 
Stains trom pets 


o 


Don't worry, Aunt Foanie’s Helpful Mints contains tips and tricks you can use to cleanup 
these stains and more. This amazing pan phiet-style book will help you make your 
carpet look like nobody has ever used it, 





6 word applies numbers or bullets to the selection. 
This example uses bullets. 


You can click anywhere to continue working. 


Can I create a bulleted or numbered list with more than one level, like 
the type of list you use when creating an outline? 
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Lists in Current Documents 


Yes. You can use the Multilevel List button (=-). 

9 Click the Multilevel List button (=-). 

J Click a format. 

3 Type your list. 
© You can press (2) to enter a new list item at the same list level. 
O Each time you press 3, Word indents a level in the list. 


Q Each time you press EmH+E3, Word outdents a level in the list. 





Display Formatting Marks 


You can display formatting marks that do not print but help you identify formatting in 
your document. Displaying formatting marks can often help you identify problems in your 
documents. For example, if you display formatting marks, you can visibly see the 
difference between a line break and a paragraph mark. You also can see where spaces 
were used to attempt to vertically line up text when you should have used tabs, as 
described in the section “Set Tabs.” Word can display formatting marks that represent 
spaces, tabs, paragraphs, line breaks, hidden text, and optional hyphens. 


Display Formatting Marks 


Ce November 14, 2014 


Miss Sandra Wedell 
Kenton Elementary School 
1234 Main Street 

Skokie, IL 60076 


Dear Miss Wedell 


Nancy has been diagnosed wth pneumonia; atthe presenttime, the doctor 
cannot determine when Nancy will be able to return to school, but he anticipates 
that she will be out of school for at least one month 


Nancy is very concerned about being out of school for such a long period of 
time; she is afraid that she will fall so far behind her classmates that she will not be 
ableto make up the work My husband and l have tried to reassure her that 
everything will work out, but she continues to worry 


We would appreciate it if you could give all of us an idea of what Nancy's 
clase will be studying between now and the end ofthe year, alongwth any ideas 
you may have on how Nancy might be able to catch up with her classmates once she 
is well again. We feel that some input from you would go a long way to easing her 
mind and letting her get the rest she needs to recover. 


Thankyou for your cooperation and understanding 





a] Open any document. 
2] Click the Home tab. 
37 Click the Show/Hide button (1). 
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DearMissWedell ¢ 
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Word displays all formatting marks in your document. 
Q Single dots (-) represent the spaces you insert each time you press E73. 
Q Paragraph marks (T) appear each time you press E73. 
© Line breaks (+) appear each time you press H+). 
O Arrows (+) appear each time you press E3. 
O Hidden text appears underlined with dots. 


Q Optional hyphens, inserted by pressing ED+5 appear as >. 
You can click the Show/Hide button (1) again to hide formatting marks. 


Hide or Display the Ruler 


You can hide or display horizontal and vertical rulers while you work on a Word document 
in Print Layout, Web Layout, or Draft views. Rulers can help you identify the position of 
text on the page both horizontally and vertically. You also can use the rulers to align tables 
and graphic objects and to indent paragraphs or set tabs in your document, as described in 
the sections “Indent Paragraphs” and “Set Tabs.” 


Hide or Display the Ruler 
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The Speech at Gettysburg, Pennsylvania 


By Abraham Lincoln, Delivered on November 19, 1563 


FOURSCORE and seven years ago our fathers brought forth upon this continent a new 
nation, concelved in liberty, and dedicated to the proposition that all men are created 
equal 


Now we are engaged in a great civil war, testing whether that nation, or any nation so 
conceived and so dedicated, can long endure. We are met on a great battlefield ofthat war, 
We have come to dedicate a portion ofthat field as a final resting-place for those who here 
gave thelr lives that that nation might live, it is akogether fitting and proper that we should 
do this. 


But ina larger sense, wecan not dedicate—we can not consecrate—we can not hallow this 
ground, The brave men, living and dead, who struggled here, have consecrated it far above 
our poor power to add or detract. The world will little note, nor longremember, what we 
say here, but it can never forget what they did here. It is for us, the living rather, to be 
dedicated here tothe unfinished work which they who fought here thus far so nobly 
advanced. it is rather for us to be here dedicated to the greattask remaining before us— 
that from these honored dead we take increased devotion to that cause for which they gave 
the last full measure of devotion—that we here highly resolve that these dead shall not 
have died in vain—that this nation, under God, shall have a new birth of freedom and that 
government ofthe people, by the people, and for the people, shall not perish from the earth 





© Click the View tab. 


2] Select Ruler (O changes to M). 
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|The Speech at Gettysburg, Pennsylvania 


By Abraham Lincoln, Delivered on November 19, 1863 


FOURSCORE and seven years ago our fathers brought forth upon this continent a new 
nation, conceived in liberty, and dedicated to the proposition that all men are created 
equal 


Now we are engaged in a great civil war, testing whether that sation, or any nation sọ 
conceived and sọ dedicated, can long endure. We are met on a great battle-field of that war 
We have come to dedicate a portion ofthat field as a final resting-place for those who here 
gave their lives that that nation might live, It is ahogether fitting and proper that we should 
do this. 


But in a larger sense, we can not dedicate—we can not consecrate—we can not hallow this 
ground. The brave men, living and dead, who struggled here, have consecrated it far above 
our poor power to add or detract. The world will ittie note, nor long remember, what we 
say here, but it can never forget what they did here. It is for us, the living rather, to be 
dedicated hereto the unfinished work which they who fought here thus far so nobly 
advanced. it is rather for us to be here dedicated to the great task remaining before us— 
that from these honored dead we take increased devotion to that cause for which they gave 
the last full measure of devotion—that we here highly resolve that these dead shall not 
have died in vain—that this nation, under God, shall have a new birth of freedom and that 





Q A ruler appears above your document. 


O Aruler appears on the left side of your document. 


You can repeat Steps 1 and 2 (¥ changes to O) to hide the rulers. 


Indent Paragraphs 


You can use indents as a way to control the horizontal positioning of text in a document. 
Indents are simply margins that affect individual lines or paragraphs. You might use an 
indent to distinguish a particular paragraph on a page — for example, a long quote. 


You can indent paragraphs in your document from the left and right margins. You also can 
indent only the first line of a paragraph or all lines except the first line of the paragraph. 
You can set indents using buttons on the Ribbon, the Paragraph dialog box, and the Word 
ruler. 


Indent Paragraphs 
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The “Give Me Liberty or Give Me Death” Speech 


By Patrick Henry, ce, 1) 23, 1775, before the Second Revolutionary 
Convention of Virginia, in the lurch in Richmond, 


NO man thinks more highly than I do ofthe patriotism, as well as abilities, ofthe very 
worthy gentlemen who have just addressed the House, But different men often see the 
same subject in different lights, and, therefore, | hope it will not be thought disrespectful to 
those gentlemen, if, entertaining at] do opinions of a character very opposite to theirs, 1 
shall speak forth my sentiments freely and wkhout reserve. This is notime for ceremony. 


The question before the House is one of awful moment to this country. For my own part, | 
consider it as nothing less than a question of freedom or slavery, and in proportion to the 
magnitude ofthe subject ought to bethe freedom ofthe debate. It is only in this way that 
we can hope to arrive at truth, and fulfil the great responsibilixy which we hold to God and 
our country. Should I keep back my opinions at such a time, through fear of giving offense, 1 
should consider myself as guilty oftreaton toward my country, and of an act of disloyaky 


toward the Majesty of Heaven, which | revere above all earthly kings 


Mr. President, ® is natural to man to indulge in the illusions of hope. We are apeto shut our 
eyes against a painful truth, and listen to the song ofthat siren, till she transforms us into 





Set Quick Indents 
© Click anywhere in the paragraph you want to indent. 
@ Click the Home tab on the Ribbon. 


© Click an indent button: 
© You can click the Decrease Indent button (=) to decrease the indentation. 


© You can click the Increase Indent button (=) to increase the indentation. 
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The “Give Me Liberty or Give Me Death” Speech 


By Patrick Henry, delikred on March 23, 1775, before the Second 
Revolutionary Convention of Virginia, in the old church in Richmond, 


NO man thinks more highly than I do ofthe patriotism, as well as abilities, ofthe very 
worthy gentlemen who have just addressed the House, But different men often see the 
same subject in different lights, and, therefore, | hope it will not be thought disrespectful to 
those gentlemen, if, entertaining as 1 do opinions of a character very opposite to theirs, 1 
shall speak forth my sentiments freely and wthout reserve. This is notime for ceremony 


The question before the House is one of awful moment to this country. For my own part, | 
consider it as nothing less than a question of freedom or slavery, and in proportion to the 
magnitude ofthe subject ought to be the freedom ofthe debate, It is only in this way that 
we can hope to arrive at truth, and fulfil the great responsibilty which we hold to God and 
our country. Should I keep back my opinions at such a time, through fear of giving offense, 1 
should consider myself az guilty oftreaton toward my country, and of an act of disloyaky 
toward the Majesty of Heaven, which I revere above all earthly kings. 


Mr. President, z is natural to man to indulge in the illusions of hope. We are aptto shut our 
eyes against a painful truth, and listen to the song of that siren, till she transforms us into 





O word applies the indent change. 
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Set Precise Indents 
© Click in the paragraph or select the text you want to indent. 
O Click the Home tab. 


© Click the dialog box launcher (+) in the Paragraph group. 


The Paragraph dialog box appears. 


O Use these boxes to specify the number of inches to indent the left and right edge of the 
paragraph or selection. 


(5) Click v to select an indenting option. 


First line, shown in this example, indents only the first line of the paragraph, and 
Hanging indents all lines except the first line of the paragraph. 


Q Click = to set the amount of the first line or hanging indent. 


© The Preview area shows a sample of the indent. 


@ click OK. 
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The “Give Me Liberty or Give Me Death” Speech 


By Patrick Henry, delivered on March 23, 1775, before the Second 
Revolutionary Convention of Virginia, in the old church in Richmond, 


Go NO mhn thinks more highly than I do ofthe patriotism, as well as abilities, ofthe 
very worthy gentlemen who have just addressed the House. But different men often see the 
same subject in different lights, and, therefore, | hope it will not be thought disrespectful to 


those gentlemen, if, entertaining as 1 do opinions ofa character very opposite to theirs, 1 
shall speak forth my sentiments freely and wkhout reserve. This is notime for ceremony. 


The question before the House is one of awful moment to this country. For my own part, | 
consider it as nothing less than a question of freedom or slavery, and in proportion tothe 
magnitude ofthe subject ought to be the freedom ofthe debate. It is only in this way that 
we can hope to arrive at truth, and fulfil the great responsibilixy which we hold to God and 
our country. Should I keep back my opinions at such a time, through fear of giving offense, 1 
should consider myself as guilty oftreaton toward my country, and of an act of disloyaky 
toward the Majesty of Heaven, which | revere above all earthly kings. 


Mr. President, z is natural to man to indulge in the illusions of hope. We are aptto shut our 
eyes against a painful truth, and listen to the song ofthat siren, till she transforms us into 


How do I set indents using the Word ruler? 


The ruler contains markers for changing the left indent, right indent, first-line indent, and 
hanging indent. Click the View tab, and then click Ruler to display the ruler. On the left 
side of the ruler, drag the Left Indent button (=) to indent all lines from the left margin, 
drag the Hanging Indent button (+) to create a hanging indent, or drag the First Line 
Indent button (+) to indent the first line only. On the right side of the ruler, drag the 
Right Indent button (£) to indent all lines from the right margin. 





Set Tabs 


You can use tabs to create vertically aligned columns of text. Using tabs as opposed to 
spaces ensures that information lines up properly. To insert a tab, press 3; the insertion 
point moves to the next tab stop on the page. 


By default, Word creates tab stops every 0.5 inch across the page and left aligns the text 
on each tab stop. You can set your own tab stops using the ruler or the Tabs dialog box. 
You also can use the Tabs dialog box to change the tab alignment and specify an exact 
measurement between tab stops. 
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Emergency Contact Phone List 
Police 

Fire 

Ambulance 

Doctor 


Veterinarian 


My contactinformation: 


Elaine Marmel 
Home: 


Cell; 





Add a Tab 


© Click here until the type of tab you want to add appears. 


. — Left tab, which sets the starting position of text that then appears to the right of the 
tab. 


— Center tab, which aligns text centered around the tab. 


H 


L 


— Right tab, which sets the starting position of text that then appears to the left of the 
tab. 


« — Decimal tab, which aligns values at the decimal point. Values before the decimal 
point appear to the left of the tab and values after the decimal point appear to the right 
of the tab. 


— Bar tab, which inserts a vertical bar at the tab stop. 
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© Select the lines to which you want to add a tab. 


© Click the ruler where you want the tab to appear. 


Word displays the type of tab you selected at the location you clicked on each selected 
line. 
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Emergency -Contact-Phone-List€ 


Police + 55-121 a~<& 
Fire 

cef 
Docto: 


Veterinarian] 
My-contactinformation:] 
Elaine Marmel] 

Home:$ 

Cell] 





Using a Tab 


a] Click to the left of the information you want to appear at the tab; in this example, 


66 99 


immediately after the “e” in “Police” to add a tab followed by the phone number. 


© Press E3. 


Qır you display formatting marks, Word displays an arrow (-) representing the tab 
character. 


© Type your text. 
O The text appears aligned vertically with the tab. 
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Move a Tab 
© Click the line using the tab or select the lines of text affected by the tab. 


& Drag the tab to the left or right. 


© A vertical line marks its position as you drag. 


When you click and drag a tab, the text moves to align vertically with the tab. 





How can I delete a tab? 


Emergency (Contact 


Police + [555-1212] ~<@) 
Fire] 


Perform the steps that follow: Click in or select the paragraphs containing the tab. Drag 
the tab off the ruler. When you delete a tab, text aligned at the tab moves to the first 
preset tab on the line (Q). 





You can use dot leader tabs to help your reader follow information across a page. Dot 
leader tabs are often used in tables of contents to help the reader’s eye follow the table of 
content entry across to its associated page number. Dot leader tabs also are helpful when 
you have a two-column list and the information in the second column is at least three 
inches away from the information in the first column. Three inches is not a rule, but 
simply a suggestion. Use your own judgment; if the second column material appears far 
away from the first column material, use dot leaders. 
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Emergency-Contact-Phone-List€ 

Police 555-1212% 

Fire 555-3434 
5855-56569 

Doctor 555-7878% 


Veterinarian 555-9090] 


My-contact-information:] 


Elaine Marmele’ 
Horne: 
Call; 





Add Leader Characters to Tabs 


© Follow Steps 1 to 3 in the subsection “Add a Tab” to create a tab stop. 
2) Select the text containing the tab to which you want to add dot leaders. 
© Click the Home tab. 


© Click the Paragraph group dialog box launcher (+). 


Paragraph ? Tabs ? 


Tab stop position: Default tab stops: 
Indents and Spacing —_ Line and Page Breaks 
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General $ | 
Tab stops to be Geared: 


Alignment: {v 


Outline level; Body Text v 





Alignment 
Indentation ©) left (J Center 


heft: o Special: : | Decimal Bar 


Right o (none) leader ; 
pi ) ®}...... 
Mirror indents j4 


Clear All 
Spacing r Al 


Before: Opt $ Line spacing: ; | Cancel 
After: 12pt + Single v 
|) Don't add space between paragraphs of the same style 


Preview 





$35.0212 


Tabs... GQ. Default [ Cancel 


The Paragraph dialog box appears. 








B Click Tabs. 
The Tabs dialog box appears. 


Q Click the tab setting to which you want to add leaders. 
7 Select a leader option (© changes to ®). 


© click OK. 
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© word adds leading characters from the last character before the tab to the first 
character at the tab. 


You can click anywhere outside the selection to continue working. 





Can I set tabs using the Tabs dialog box rather than the ruler? 


Tabs 


Tab stop position: Default tab stops: 
0.5" = 


Tab stops to be cleared: 


Alignment 


©) Left C) Center 
C) Decimal ©) Bar 


Leader 


(@) 1 None C oe 
O4__ 


Yes. Follow these steps: 





J Follow Steps 2 to 5 to display the Tabs dialog box. 


J Click here and type a tab stop position. 


J Select a tab alignment option (© changes to ®). 
Click Set. 
Repeat Steps 2 to 4 for each tab stop you want to set. 


Click OK to have the tabs you set appear on the ruler. 


Add a Paragraph Border 


The way that you communicate is just as important as the information you want to 
communicate: You want your important points to come through loud and clear. You can 
draw attention to a paragraph containing important information by adding a border to it. 
You can place a border around a paragraph or a page (see Chapter 7 for details on adding a 
border to a page), and you can control the color, weight, and style of the border. You also 
can add shading to a paragraph, as described in the section “Add Paragraph Shading,” 
later in this chapter. 


Add a Paragraph Border 
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The “Give Me Liberty or 


By Potrick Henry, delivered on March 2, ut Geode 
Revolutionary Convention of Virginia, fr id. 


NO man thinks more highly than I do ofthe ps os, ofthe very 
worthy gentlemen who have just addressed tl = eS n often see the 
same subject in different lights; and, therefor: 7 we Te ght disrespectful to 
those gentlemen, if, entertaining asl do opink M ew Grdine >ot heirs, I 
shall speak forth my sentiments freely and wi M) Border: ər ring mony. 


The question before the House is one of awful moment tothis country. For my own part, 1 
consider È as nothing less than a question of freedom or slavery; and in proportion tothe 
magnitude ofthe subject oughtto bethe freedom ofthe debate. It is only in this way that 
we can hope to arrive at truth, and fulfil the great responsibility which we hold to God and 
our country. Should | keep back my opinions at such a time, through fear of giving offense, I 
should consider myself as guiky oftreason toward my country, and of an act of disloyalty 


toward the Majesty of Heaven, which I revere above all earthly kings 


Mr. President, it is natural to man to indulge in the illusions of hope. We are aptto shut our 
eyes against a painful truth, and listen to the song ofthat siren, till she transforms us into 
A ¢ en 





© Select the text that you want to surround with a border. 


Note: To surround all lines in a paragraph by a border, select both the text and the 
paragraph mark (T). To display paragraph marks, click the Show/Hide button (*) on the 
Home tab in the Paragraph group. 


2) Click the Home tab. 
© Click ~ beside the Borders button (= -). 
© Click Borders and Shading. 


Borders and Shading 


Borders Page Border Shading 


Setting: - | Preview 





Click on diagram below or 
use buttons to apply borders 
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The Borders and Shading dialog box appears. 
(3) Click the Borders tab. 


Q Click here to select a type of border. 


This example uses Box. 
(7) Click here to select the style for the border line. 


O Click v and select a color for the border line. 


Borders and Shading 


Borders Page Border Shading 


Preview 





Click on diagram below or 
use buttons to apply borders 
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9) Click v and select a thickness for the border line. 
© You can use this list to apply the border to an entire paragraph or to selected text. 


O This area shows the results of the settings you select. 


® click OK. 
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The “Give Me Liberty or Give Me Death” Speech 


| By Potrick Henry, delivered on March 23, 1775, before the Second 
|| Revolutionary Convention of Virginia, in theold church in Richmond. 





NO man thinks more highly than | do ofthe patriotism, as well as abilities, ofthe very 
worthy gentlemen who have just addressed the House, But different men often see the 
same subject in different lights; and, therefore, | hope it will not be thought disrespectful to 
those gentlemen, if, entertaining as 1 do opinions of a character very opposite to theirs, ! 
shall speak forth my sentiments freely and wahout reserve. This is notime for ceremony. 


The question before the House is one of awful moment tothis country. For my own part, | 
consider k as nothing less than a question of freedom or slavery: and in proportion tothe 
magnitude ofthe subject ought to be the freedom ofthe debate. It is only in this way that 
we can hope to arrive at truth, and fulfil the great responsibility which we hold to God and 
our country. Should ! keep back my opinions at such a time, through foar of giving offense, | 
should consider myself as guilty oftreason toward my country, and of an act of disloyalty 
toward the Majesty of Heaven, which | revere above all earthly kings. 


Mr. President, & is natural to man to indulge in the illusions of hope. We are aptto shut our 
eyes against a painful truth, and listen to the song ofthat siren, till she transforms us into 





© The border appears around the text you selected in Step 1. 
You can click anywhere outside the selection to continue working. 


Note: You can apply a border using the same color, style, and thickness you established in 
these steps to any paragraph by completing Steps 1 to 3 and clicking the type of border 
you want to apply in Step 6. 


How do I remove a border? 


Click anywhere in the text surrounded by a border. Then, click the Home tab and click ~ 
beside the Borders button (© -). From the menu that appears, click No Border, and 
Word removes the border. 





Review and Change Formatting 


You can review the formatting associated with text in your document to see the details that 
show the formatting applied to the text. When you reveal formatting for a selection, you 
can see, simultaneously, all formatting applied to the selected text; you do not need to 
open individual dialog boxes to view font and paragraph formatting. You also can 
compare the formatting of two selections to see their differences, as described in the next 


section, “Compare Formatting.” 


You also can have Word display wavy blue underlines to mark text you have formatted 
inconsistently in your document and supply suggestions to correct the formatting 
inconsistencies. 


Review and Change Formatting 
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@ Select the text containing the formatting you want to review. 


© Click the Home tab. 


© Click the dialog box launcher (+) in the Styles group to display the Styles pane. 


© Click the Style Inspector button (5) to display the Style Inspector pane. 


B Click the Reveal Formatting button (A) to display the Reveal Formatting pane. 
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Q Click the Close buttons (x) to close the Styles pane and the Style Inspector pane. 
Oa portion of the selected text appears here. 


Q Formatting details for the selected text appear here. 


© You can click an expand symbol (+ ) to display links, or a collapse symbol (4) to hide 
links. 


@ Click the link for the type of change you want to make. 


This example uses the Alignment link. 
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Indents and Spacing Line and Page Breaks 


General 
Alignment: Centered 


Outline level: Collapsed by default 


Centered 
Right 
Justified 
Indentation 


Special: 


Right: r i | (none) 


C] Mirror indents 


Spacing 
Before: O pt | Line spacing: 
After: 12 pt H Single 
o Don't add space between paragraphs of the same style 


Preview 


MOTKE CF REGULAR DRECTORS MEETING 


Cancel 





The Indents and Spacing tab of the Paragraph dialog box appears. 
© Select the options you want to change. 


O click ok. 
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NOTICE OF REGULAR DIRECTORS’ MEETING 


Te John Seath, Director of Seth Corporamen 


Notite: sow given that the regular monthly meeting of the board of directors will be held 
on October 15,2015 at 9.00 am atthe principal office of the corporation located at 1234 
Maun Street, Phoener, AZ. The directoes will meet to discuss any unfinished business from 
the last meeting, held on September 4, 2015 and te address any new benners that may 
anse At thas time, Ihave received one item of new bummess forthe agenda of the October 
15 meeting 


Dated Segreenber 10, 2015 


Samet O'Donnell, Secretary of Seuth Corporation 


MINUTES OF THE LAST DIRECTORS’ MEETING 


The meeting was called to order at 7.00 p.m. on September 4, 2015. All members of the 
board were present 
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O word applies the formatting changes. 
© The information in the Reveal Formatting pane updates. 


© You can click x to close the Reveal Formatting pane. 


How can I view formatting inconsistencies? 


To view wavy blue lines under formatting inconsistencies, click the File tab and then 


click Options to display the Word Options dialog box. Click Advanced and, in the 
Editing Options section, select Keep track of formatting (O changes to M) and Mark 
formatting inconsistencies (O changes to 4). Then click OK. You can repeat these 
steps to disable checking for formatting inconsistencies. For suggestions to correct an 
inconsistency, right-click the underlined word. 





Compare Formatting 


You can compare the formatting of one selection to another. This feature is useful because 
it helps you ensure that you apply consistent manual formatting to multiple similar 
selections. Suppose, for example, that you have a few headings in a document and you do 
not use heading styles (for more information on using styles, see the next section, “Apply 
Formatting Using Styles”) to format them; by comparing the formatting you apply, you 
can ensure that you apply formatting consistently. If you find discrepancies, Word can 
update the second selection so that it matches the first selection. 


Compare Formatting 
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© Select the first text containing the formatting that you want to compare. 
O Click the Home tab. 


© Click the dialog box launcher (+) in the Styles group to display the Styles pane. 
O The Styles pane appears. 

© Click the Style Inspector button (45). 

O The Style Inspector pane appears. 


B Click the Reveal Formatting button (A)). 
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Q The Reveal Formatting pane appears. 


Q Click x to close the Styles pane and the Style Inspector pane. 
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NOTICE OF REGULAR DIRECTORS’ MEETING 


To: John Smith, Director of Smath Corporation 


Notice: now given that the regular monthly meeting of the board of directors will be held 
on October 15, 2015 at 900 am at the principal office of the corporatica located at 1234 
Main Street, Phoerax, AZ. The directors will meet to discuss any unfinished basiness from 
the last meeting, held on September 4, 2015 and to address any new bunness that may 
arise At this time, Ihave received one item of new business forthe agenda of the October 
15 meeting 


Dated September 10, 2015 


James O'Donnell, Secretary of Smith Corporation 


MINUTES OF THE LAST DIRECTORS’ MEETING 


The meeting was called to order at 7.00 p.m. on September 4, 2015. All members of the 
board were present 
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7) Select Compare to another selection (O changes to M). 
O A second box for selected text appears. 
© Select the text that you want to compare to the text you selected in Step 1. 


Q Formatting differences between the selections appear here. 
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NOTICE OF REGULAR DIRECTORS’ MEETING 

Te: John Smith, Director of Smith Corporation 

Notice is now given that the regular monthly meeting of the board of directors will be held 
on October 15, 2015 at 9.00 am. atthe pnncepal office of the corporation located at 1234 
Mann Street, Phoenix. AZ. The directors will meet to discuss any unfinished bunness from 
the last meeting, held on September 4, 2015 and to address any new bunmess that may 
arise. At this time, Ihave received ome tem of new business for the agenda of the October 
15 meeting 


Dated September 10, 2015 


Jamet O'Donnell, Secretary of Smith Corporation 


MINUTES OF THE LAST DIRECTORS’ MEETING 


The meeting was called to erdes at 7.00 pm on September 4, 2015, AS members of the 
board were present 





Match Formatting 


Ø Slide the mouse (|) over the sample box for the second selection; ~ appears. 
© click -. 


© Click Apply Formatting of Original Selection. 
Word applies the formatting of the first selection to the second selection. 


You can click anywhere to continue working. 


© You can click x to close the Reveal Formatting pane. 


What kind of formatting differences does Word identify in the Reveal 
Formatting pane? 


For any two selections, Word identifies differences in font, paragraph style, alignment, 
outline level, spacing before and after the paragraphs, line and page breaks, and bullets 
and numbering. You can make changes to any of these formatting differences by 
following the steps in the section “Review and Change Formatting.” 


What happens if I select the Show All Formatting Marks option below 
the Reveal Formatting pane? 


When you select this option, Word displays formatting marks in your document that 
represent tabs, spaces, paragraphs, line breaks, and so on. 





Apply Formatting Using Styles 


You can quickly apply formatting and simultaneously maintain formatting consistency to 
different selections in your document by using styles to format text. Styles are predefined 
sets of formatting that can include font, paragraph, list, and border and shading 
information. For example, by using heading styles to format headings in your document, 
you can ensure that all headings use the same formatting and therefore look the same. 


You can store styles you use frequently in the Styles gallery, but you also can easily use 
styles not stored in the Styles gallery. 


Apply Formatting Using Styles 
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NOTICE OF REGULAR DIRECTORS’ MEEZING 
To: John Smith, Director of Smith Corporation 


Notice is now given that the regular monthly meeting of the board of directors will be held 
om October 15, 2012 at 9.00 am. atthe pnncipal office of the corporation located at 1234 
Main Street, Phoenix, AZ. The directors will meet to discuss any unfinished bunness from 
the last meeting, held on September 4, 2012 and to address any new busness that may 
arise. At this time, Ihave received one stem of new busness for the agenda of the October 
15 meeting 


Dated September 10, 2012 
James O'Donnell, Secretary of Smith Corporation 
MINUTES OF THE LAST DIRECTORS’ MEETING 


The meeting was called to order at 7:00 p.m. on September 4, 2012 All members of the 
board were present 





Using the Styles Gallery 

© Select the text to which you want to apply formatting. 

@ Click the Home tab. 

© In the Styles group, click «| and [+] to scroll through available styles. 
4 Click the More button (=). 
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arise. At this time, Ihave received one stem of new busness forthe agendaof the October 


15 meeting $ 
Dated September 10, 20124 


James O'Donnell, Secretary of Smith Corporation$ 
1 
*MINUTES-OF-THE-LAST-DIRECTORS ‘MEETING? 


The meeting was called to order at 7.00 p.m. on September 4, 2012 All members of the 
board were present. ¢ 





O word displays the Styles gallery. 
O The style of the selected text appears highlighted. 


Ga; you position the mouse () over various styles, Live Preview shows you the way 
the selected text would look in each style. 


You can click a style to apply it to the selected text. 
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Notices now given that the regular monthly meeting...................... 

oa October 15, 2012 at 9:00 am. atthe principal office of the corporation located at 1234 
Main Street, Phoenix, AZ. The directors will meet to discuss any unfinished business from 
the last meeting, held on September 4, 2012 and to address any new bunness that may 
arise At this time, Ihave received one item of new business forthe agenda of the October 
15 meeting 


Dated September 10, 2012 


Janes O'Donnell, Secretary of Smath Corporation 


MINUTES OF THE LAST DIRECTORS’ MEETING 


The meeting was called to order at 7:00 pm. on September 4, 2012 All members of the 
board were present 





Using Other Styles 

© Select the text to which you want to apply formatting. 

2] Click the Home tab. 

37 In the Styles group, click the More button (=) to display the Styles gallery. 
© Click Apply Styles. 
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Q~- John Smith, Director of Smith Corporation 
Noticeis now given that the regular monthly meeting of: 
on October 15, 2012 at 9:00 am. atthe principal office of the corporation 19 
Main Street, Phoenix, AZ. The directors will meet to discuss any unfinished bilas from 
the last meeting, held on September 4, 2012 and to address any new bunness that may 
arise At this time, I have received one item of new bunness forthe agenda of the October 
15 meeting 


Dated September 10, 2012 


Janes O'Donnell, Secretary of Smith Corporation 


MINUTES OF THE LAST DIRECTORS’ MEETING 


The meeting was called to order at 7:00 pm. on September 4, 2012 All members of the 
board were present 





The Apply Styles pane appears. 
5) Click ~ to open the Style Name list. 


Q Select a style. 
O word applies the style to the selected text. 


7) Click x to close the Apply Styles dialog box. 


You can click anywhere to continue working. 


How can I easily view styles as they would appear in my document? 


Perform the steps that follow: In the Styles group, click the dialog box launcher (=) to 
display the Styles pane. In the Styles pane, select Show Preview (O changes to M). Word 
displays styles using their formatting in the Styles pane. 





Switch Styles 


You can easily change all text that is formatted in one style to another style. Using this 
technique can help you maintain formatting consistency in your documents. 


For example, suppose that you have been working for a while on a document, and you 
have been using one particular style for headings. You then decide that you do not like the 
style you chose to use for headings. Although you could select each heading and change 
its style, that approach would be tedious and time-consuming — and unnecessary. You 
can, instead, switch all text in the document formatted in one style to a different style. 


Switch Styles 
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© Place the insertion point in or select one example of text containing the formatting that 
you want to change. 


© Click the Home tab. 


© Click the dialog box launcher (+) in the Styles group to display the Styles pane. 


Business Plan for a Rartup Bunnesi.docs - Word (Tra) 
insert Design Layowt References Meling: Bevsews View F Tan 
P find = 
aR Replace 


be Select = 


Gramond =| | A A Mae Me ZEOT S3 NM ameo aat AaBE AaBbC 
g BTU + mn, x A- Z- A BS? 5. 2- 5e SCaption Emphasis WHeiding? SHeiding? z 


Foes 
1 è , + ’ 
Styles 
Many companies havea barf maenon statement, veualy wn 30 -words or ferwer weplaming tharteson for 
bemp-and their guiding principles. Ifyouwant to diaft'a mation statement, tha w a good place to put tin the Cher aa 


plan, followed by yout comp ary goab and objectes T 


* Company Gosie and Obain 
Goals ace destinations —where pou want your busasess tobe Objectives ure progress mates dongthe wey 
to goal achoeversent “For example, a goal might be to have a healthy, success ful company hate ateader in: 
custonsersernce and that ha aloyal cantomerfobousng Objectives right be annuals ales targets ands ome 
specific measures of customers ats faction $ 
FONT 12 pt kalk 
Paragraph 
SPACING 
* Basins Phulecop fl Uine smita Angh 
What» importantto yous busmess? f Before: Mp 
Towhom wil you masket your products? (State tt bane fly here—you wil do wmore thorough explanahonm’ 
the Motemg Mare ection) S 


Deveabe your wdustey -Is ita growth indust? What changes cdo you forsee i the maduntey, shost teen and: 
hong teen? How wl yourcompany be pow ed to take advantage of them? f x 
Descabe yourmostumportant company strengths andeor competencies What factor wins ake the’ Inside Section Headin, 
company succerd? Whardo you thnk your maorconspetstive strengths sell be? What background 

expenence, shill, -andstzengths do youpess onally bang to the neurventuse?] 


Y Show Preview 


Diabie Linked Stes 


“Laipa ganmi 





Word displays the Styles pane. 


Note: If the Styles pane appears floating on-screen, you can dock it at the right side of the 
screen if you drag it past the right edge of the screen. If the pane appears docked as it does 
in this section, you can, if you want, drag it to the left to float it on-screen. 


O The style for the selected text appears highlighted. 


O You can position the mouse () over any style to display its formatting information. 
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© Position the mouse (È) over a style until ~ appears. 


B Click ~ to display a list of options. 
Q Click Select All Instance(s). 
© Word selects all text in your document formatted using the style of the text you 


selected in Step 1. 
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7 Click the style you want to apply to all selected text. 


O word changes all selected text to the style you selected in Step 7. 


You can click anywhere to continue working. 


Can I sort styles alphabetically in the Styles pane? 


Yes. By default, Word sorts styles using the As Recommended setting, but sorting in 
alphabetical order is a useful alternative. At the bottom of the Styles pane, click the 
Options link to display the Style Pane Options dialog box. Click the Select how list is 
sorted v and select Alphabetical. Then click OK. 





Save Formatting in a Style 


In addition to the styles Word provides for you in the Styles gallery for headings, normal 
text, quotes, and more, you can easily create your own styles to store formatting 
information. Creating your own styles is particularly useful if you cannot find a built-in 
style that suits your needs. 


You can create a new style by formatting text the way you want it to appear when you 
apply the style. You then use the example text to create the style and store it in the Styles 
gallery. You also can modify the style settings at the same time that you create the style. 


Save Formatting in a Style 
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© Format text in your document using the formatting you want to save in a style. 
2) Select the text containing the formatting you want to save. 


© In the Styles group, click the More button (=). 
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O The Styles gallery appears. 
O Click Create a Style. 


Create New Style from Formatting 





Modify... 
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The Create New Style from Formatting dialog box appears. 
© Type a name for the style. 
Q Click Modify. 


Create New Style from Formatting 


Properties 
Name: Bordered Heading 
Style type: Linked (paragraph and character} 
Style based on: T Normal 
Style for following paragraph: T Bordered Heading E 
Formatting 
C Garamond N] 16 \v] be et] | Automatic 


+ 
- 


Mission Statement 
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Font: 16 pt, Centered, Border: 
Top: (Single solid line, Auto, 1.5 pt Line width) 
Bottom: (Single solid line, Auto, 1.5 pt Line width), Style: Show in the Styles gallery 
Based on: Normal 


E] Add to the Styles gallery [C] Automatically update 


Format” 





Word displays additional options you can set for the style. 


© You can click v and select the style for the following paragraph when you use the style 
you are creating. 


© Use these options to select font formatting for the style. 
© Use these options to set paragraph alignment, spacing, and indentation options. 
O select this option to make your style available in new documents (© changes to @). 


@ click OK. 


Word saves your newly created style. 





What happens if I click Format? 


A menu appears that you can use to specify additional formatting. Select the type of 
formatting, and Word displays a dialog box where you can add more formatting 
characteristics to the style. 


What does the Style Based On option do? 
Every style you create is based on a built-in Word style. Changing a built-in style can 


result in many styles changing. For example, many styles are based on the Normal style. 
If you change the font of the Normal style, you change the font of all styles based on the 
Normal style. 





Expand or Collapse Document Content 


You can hide or display document content by expanding or collapsing headings. Hiding or 
displaying content can be particularly beneficial if you are working on a long, complicated 
document. For example, you can hide everything except the portion on which you want to 
focus your attention. If you send the document to others to review, you can help your 
reader avoid information overload if you display only the headings and let your reader 
expand the content of the headings of interest. 


To use this feature, you must apply heading styles to text in your document. 


Expand or Collapse Document Content 
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a] In a document, apply heading styles such as Heading 1 or Heading 2. 
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2] Slide the mouse (J) toward a heading. 
A collapse button (4) appears beside the heading. 


© click. 
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@ The hidden text reappears. 


Expand/Collapse > Expand Heading 


A Font.. Collapse Heading 
=q Paragraph... Expand All Headings 


Collapse All Headings 


JD Smart Lookup 


Perform the steps that follow: Right-click any heading. From the menu that appears, 
point the mouse () at Expand/Collapse. Click Expand All Headings or Collapse All 
Headings (Q). Collapsing all headings hides all text and headings except text formatted 
as Heading 1. 





Modify a Style 


At some point, you may decide that the formatting of a style is close to but not exactly 
what you want. For example, you might want to change the size of the font used ina 
heading style. You do not need to create a new style; you can modify the existing one. 


When you change a style, you can add the style to the Styles gallery, and you can ensure 
that the style changes appear in new documents you create. You also can have Word 
update all text in your document that currently uses the style you are modifying. 


Modify a Style 
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a] Open a document containing the style you want to change. 

2] Click the Home tab. 

37 Click the dialog box launcher (+) in the Styles group to display the Styles pane. 
0 Right-click the style you want to change. 

5) Click Modify. 


Modify Style 

Properties 
Name: Heading 1 
Style type: Paragraph 
Style based on: T Normal 
Style for following paragraph: T Normal 

Formatting 


Garamond u Automatic [N] 
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Font 20 pt, Bold, Centered, Space 
Before: 12 pt 
After: 24 pt, Keep with next, Level 1, Style: Show in the Styles gallery 
Based on: Normal 


8 M] Add to the Styles gallery g Automatically update 
O Only in this document @ New documents based on this template; 


Cancel 





The Modify Style dialog box appears. 
Q Make font or paragraph formatting changes. 


7 Select the option to make the modified style available in new documents (© changes to 


@). 
© Select the option to add the style to the Styles gallery (O changes to m). 


O click ox. 
Word updates all text in the document formatted with the style you changed. 


Add Paragraph Shading 


Shading is another technique you can use to draw your reader’s attention. Shading appears 
on-screen and when you print your document; if you do not use a color printer, paragraph 
shading will be most effective if you select a shade of gray for your shading. 


Add Paragraph Shading 
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© Select the paragraph(s) that you want to shade. 
2] Click the Home tab. 
Click ~ beside the Borders button (= -). 


© Click Borders and Shading. 
The Borders and Shading dialog box appears. 


© click the Shading tab. 
O clicks. 

oe Click a fill color. 

© click ox. 
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MISSION STATEMENT 


Many companies have a boef mision statement, vrually in 30 words or ferwer explamung their mason for 
being and her padng puneiples. Ifyou unnt to draft a mnsion statement, the is a good place to put t =: the 


plan, followed by yous company goab and objectes 


* Company Goals and Objectives 
Goals are destin aons—etere you want your business to be Objectwes are progress markers along the way 
to goal achievement Fos example, a goal might be to have a healthy, success ful company thats aleades in 
customer secvice and that has a loyal custoener folowing Objectives night be anciual sales targets and some 
specific measures of customer s ate fachon 


Business Philosophy 
Whats important to yous busines? 


To whoen well you market your products? (State t beefy here—you wall do a moze thorough explanahon m 
the Motrmy Fis tcbon) 


Deseube your mdustry Is it a growth indust? What changes do you foresee a the idate, shot teem and 
long term? How al your company be powed to take advantage of them? 


Descubs your most mportant company strengths and cor competencies. What factor a make the 


company succeed? What do you thaik your mayor competitive strengths wall be? What background 
expromes, shib, and stmgths do you prm onally bang to the new ventan? 





You can click anywhere outside the paragraph(s) you selected in Step 1. 


© Word shades the selection you made in Step 1. 


CHAPTER 7 


Formatting Pages 
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In addition to applying formatting to characters and paragraphs, you can apply formatting 
to pages of your Word document. Find out how to make your pages look their best in this 
chapter. 


Adjust Margins 

Insert a Page Break 

Control Text Flow and Pagination 
Align Text Vertically on the Page 
Change Page Orientation 


Insert a Section Break 


Add Page Numbers to a Document 
Add Line Numbers to a Document 


Using the Building Blocks Organizer 
Add a Header or Footer 


Using Different Headers or Footers Within a Document 
Add a Footnote 





Adjust Margins 


By default, Word assigns a 1-inch margin all the way around the page in every new 
document that you create. You can change these margin settings, however. For example, 
you can set wider margins to fit more text on a page or set smaller margins to fit less text 
on a page. You can apply your changes to the current document only or set them as the 
new default setting, to be applied to all new Word documents you create. When you adjust 
margins, Word sets the margins from the position of the insertion point to the end of the 
document. 


Adjust Margins 
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New al 
Navow 
The Speech urg Pennsylvania 
Mester ate 
d oe <Q By Abraham Lincoln, Delvered on November 19, 1963 
RE and seven years ago our fathers brought forth upon this continent a new 
Wits ous ceived ia liberty, and dedicated to the proposition that all men are created 


Merered re engaged in a great civil war, testing whether that natios, of any nation so 
; and so dedicated, can bag endure We are met on a great battlefield ofthat war 
ome to dedicate a portion of that field as a final reeting-place for those who here 
= lives that that nation might live, It is akogether fitting and proper that we should 


But in a larger sense, we can not dedicate—we can not consecrate—we can not hallow this 
ground. The brave men, living and dead, who struggled here, have consecrated R far above 
our poor po oadd or detract The world will lerie note, nor long remember, what we 
say here, but £ can never forget what they did here. It & for us, the living, rather, to be 
dedicated here to the unfinished workwhich they who ght here thus far so nobly 








advanced. Ìt is rather for us to be here dedicated to the great task remaining before us— 
that from there honored dead we take increased devotion to that cause for which they gave 
the last full measure of devotion —that we here highly resolve thatthese dead shall not 
have died in valn-—that this sation, under God, shall have a new birth of freedom and that 






Set Margins Using Layout Tools 
© Click anywhere in the document or section where you want to change margins. 
(2) Click the Layout tab on the Ribbon. 


© Click Margins. 
O The Margins gallery appears. 


O Click a margin setting. 
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Pape Setup r Farrgrash 


The Speech ht Gettysburg, Pennsylvania 
By Abraham Lincoln, Delivered on November 19, 1563 


POURSCORE and seven years ago our fathers brought forth 
upon this continent a new nation, conceived in liberty, and 
dedicated tothe proposition that all men are created equal 


Now we are engaged in a great civil war, testing whether that 
nation, or any nation so conceived and so dedicated, can long 
endure. We are met on a great battle-field ofthat war. We have 
come to dedicate a portion ofthat field as a final resting-place 
for those who here gave their lives that that nation might live. 
it is akogether fitting and proper that we should do this. 


But ina larger sense, we can not dedicate—we can not 
consecrate—we can not hallow this ground, The brave men, 
living and dead, who struggled here, have consecrated & far 
above our poor power to add or detract. The world will little 
note, nor longremember, what we say here, but it can never 
forget what they did here. It is for us, the living rather, to be 
dedicated hereto the unfinished work which they who fought 
here thus far sò nobly advanced. It is rather for us to be here 
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The Speech ht Gettysburg, Pennsylvania 


ByAbrahem Lincoln, Delivered on November 19, 1563 


RE and seven years ago our fathers brought forth upon this continent a new 
acelved in Uberty, and dedicated to the proposition that all men are created 


se engaged in a great civil war, testing whether that nation, of any nation so 

and 20 dedicated, can longendure We are mot on a great battle-field ofthat war, 

ome to dedicate a portion of that field as a final resting- place for those who here 
= lives that that nation might live, It is akogether farting and proper that we should 


Cwtom Margins 


But in a larger sense, we can not dedicate—we can not comsecrate—we can not hallow this 
ground. The brave men, living and dead, who struggled here, have consecrated & far above 
our poor power to add or detract The world will lerle note, sor long remember, what we 
say here, but k can newer forget what they did here. It is for us, the living rather, to be 
dedicated here to the uafinshed work which they who fought here thus far so nobly 
advanced It is rather for usto be here dedicated to the great task remaining before us— 
that from these honored dead we take increased devotion to that cause for which they gave 
the last full measure of devotion—that we here highly resolve tharthese dead shall not 
have died in vain—that this nation, under God, shall have a new birth of freedom and that 





Set a Custom Margin 
(1) In the document or section you want to change, click the Layout tab on the Ribbon. 


O Click Margins. 
O The Margins gallery appears. 


© Click Custom Margins. 


Page Setup 


Margins Paper Layout 
Margins 


Top: H Bottom: > D 
Left: za Right: 


Gutter: 5 Gutter position: 


Orientation 


Portrait Landscape 


Pages 


Multiple pages: Normal 


Preview 


Apply to: Whole document Q 


Set As Default Cancel 





The Page Setup dialog box appears, displaying the Margins tab. 
0 Type a specific margin in the Top, Bottom, Left, and Right boxes. 
© You can also click = to set a margin measurement. 
5] Choose a page orientation. 
© Preview the margin settings here. 


Q Click v and specify whether the margin should apply to the whole document or from 
this point forward. 


@ click OK. 


Word immediately adjusts the margin in the document. 





How do I set new default margins? 


To establish a different set of default margins for every new document that you create, 
make the desired changes to the Margins tab of the Page Setup dialog box, and click Set 
As Default before clicking OK. 


Why is my printer ignoring my margin settings? 


Some printers have a minimum margin setting, and in most cases, that minimum margin 
is 0.25 inch. If you set your margins smaller than your printer’s minimum margin 
setting, you place text in an unprintable area. Be sure to test the margins or check your 
printer documentation for more information. 





Insert a Page Break 


Adding page breaks can help you control where text appears. By default, Word 
automatically starts a new page when the current page becomes filled with text. But you 
can insert a page break to force Word to start text on a new page, for example, at the end 
of a chapter. You can insert page breaks using the Ribbon or using your keyboard. 


You can insert a page break in all views except Read Mode. Page breaks are visible in 
Print Layout view and, if you display formatting information as described in Chapter 6, 
page breaks are also visible in Draft, Web Layout, and Outline views. 


Insert a Page Break 
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We beleve that to atten our headquarters position, we will need to become a nable 
member of the athletic communsty through sponsorship, seminars, team and league 
promotions and the development of a comevunity runneng program 


2.0 Company Summary 


The Athletic Shoe sells quality athletic footwear for the enture family, speciakzing in 
renning shoes and accessories We have selected a location in a renovated shopping 
center anchored by Fresh Market, Bed Bath and Beyoud, Blockbuster Video, and four 
restwarants. The balance of tenants caters pnmanly to childrea. The quality of cur 
Custosner service and the lack of competition im the city will allow ug to quickly become 
the footwear headqaaters for the local individual athlete and varvows teams, leagues and 
schools. This Athletic Shoe store, while part of a worldwide chan, will be family owned 
and operated 


2.1 Start-up Summary 


The stact-up costs ieclude 
= Store build cut the store and operations 
* Inventory control, (competers and cach registers) 


* The Foot scanner and fexture 


* Opening inventory 





Using Ribbon Buttons 

© Click in the document where you want to insert a page break. 
@ Click the Insert tab. 

31 Click Pages. 

0 Click Page Break. 
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Our goal is to bethe headquarters for the Pinetree athlete Pinetree has one of the largest 
and most sophisticated community athletic programs in the Unsted States There are 
approximately 29,000 school-aged children within three mules of the planned store 
location $ 


We believe that to attain our headquarters position, we will need to become a visible 
member of the athletsc community through sponsorship, seminars, team and league 
promotions and the development of a community running program 


p.o-Company Summary? 


The Athletsc Shoe sells quality athletic footwear for the entire family, specializsng in 
running shoes and accessones We have selected a location n'a renovated shopping center 
anchored by Fresh Market, Bed Bath and Beyond, Blockbuster Video, and four 
restaurants The balance- of tenants caters primaniy to children. The quality of our 
customer service and the lack of competition in the cty will allow us to quickly become 
the footwear headquarters for the local individual athlete and vanous teams, leagues and 
schools This Athletic Shoe store, while part of a worldwide chain, will be family owned 
and operated $ 


+2.1 Start-up Summary] 
The stat-up costs include] 


~+ ™Store build out the store and operations § 
+ “Inventory control, (computers and cash regusters)§ 


+ The foot scanner and fixture] 


“- - 





Using the Keyboard 


Note: Steps 1 to 3 display formatting information and change your document to Draft 
view; you can skip these steps and insert a page break in any view except Read Mode. 


(1) On the Home tab, click the Show/Hide button (1) to display formatting information. 


© Click the View tab. 
© click Draft. 


0 Position the insertion point immediately before the text that you want to appear on a 
new page. 


5) Press @iJ+ GIG. 
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be the headquarters for the Pinetree athlete Pinetree has one of the largest 
cated community athletic programs mn the United States There are 
000 school-aged children withan three males of the planned store 







poema | We beleve that to attan our headquarters position, we will need to become a visible 
member of the athletic community through sponsorshap, semunars, team and league 
promotions and the development of a community running progran J 
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restaurants The balance of tenants caters pnmanily to children The quahty of our 
customer service and the lack of competition in the city will allow us to qu 
the footwear headquarters for the local individual athlete and vasrous team 
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Can I delete a page break? 


Yes. You can delete manually inserted page breaks. With formatting information visible, 
you can identify these pages breaks in Draft view; they appear as dotted lines containing 
the words “Page Break.” Page breaks that Word inserts automatically also appear as 
dotted lines but do not contain the words “Page Break.” Perform Steps 1 to 3 in the 
subsection “Using the Keyboard.” Click anywhere on a manually inserted page break 
line and press E5. 





Control Text Flow and Pagination 


Although you cannot delete automatic page breaks that Word inserts when you fill a page 
with text, you can control the placement of page breaks in a number of ways to help your 
reader more easily understand the document’s content. 


You can eliminate widows and orphans. You can keep selected lines of a paragraph 
together on the same page; similarly, you can keep selected paragraphs together, forcing 
the paragraphs to appear on the same page. You also can force Word to insert a page break 
before a selected paragraph. The benefits of these controls appear most obviously in Draft 
view (see Chapter 3). 


Control Text Flow and Pagination 


o sòcol AGB AaBbC AaBbCe - 


s 


through Coconut Creek There are approximately 55,000 cars per day traveling through 
the intersection $ 


THeadey 


There it minimal competition within Pinetree. There are several Mail” stoves, whach cater 
toa fashion athletic footwear customer They offer limited service and virtually no 
technical knowledge o¢ expertise for running shoes. As well, they make minimal effort at 
captunng the “sports specific" footwear, such as soccer, baseball, or football cleats, or 
related accessones | 


The Athletic Shoe will be a franchise of The Athletic Shoe, Inc , recognized as the 
world’s leaderin athletic footwear franchising The Athletic Shoe has over 700 company 
owned and franchised stores in 33 countnes. By becoming an Athletic Shoe franchise, we 
benefit from a comprehensive support program that includes $ 


“Access to special vendor discounts including, Nike, Reebok, Fila, New Balance, <<) 
Adidas, Converse, Brooks, etc $ 


~» “Advice and asnstance in real estate selection and negotiation] 


+ = Proven store design, fixtunng, and layout] 


» ™Planned merchandising system, assortment direction, and coordinated inventory 
control 


+ ™Comprehennve traning in all facets of the mhletic footwear bunness through 
required seminars and workshops] 

+ * Ongoing support through video, monthly publications, regional meetings, and 
co-franchise networking} 





Note: To switch to Draft view, click View and then click Draft. 


© Select the text whose flow you want to affect. 


Note: To control widows and orphans, you do not need to select any text. 
© Click the Home tab. 


© Click the Paragraph group dialog box launcher (+). 


Paragraph 


-0 


Pagination 
Widow/Orphan control 


A [C] Keep with next 
C] Keep lines together 
[C] Page break before 


Formatting exceptions 


E Suppress line numbers 
C] Don't hyphenate 


Textbox options 
Tight wrap: 


None 


Preview 


l Awa wiped yoda: dimuon rodudiog, Mig Roboh, Fila New Sodanes, Adidw, 
Coorosg Swols, ac 


Set As Default Cancel 


The Paragraph dialog box appears. 





© Click the Line and Page Breaks tab. 


© This area contains the options you can use to control text flow and automatic 
pagination. 


Paragraph 


Indents and Spacing Line and Page Breaks 


Pagination 
Widow/Orphan control 


C] Keep lines together 

[C] Page break before 
Formatting exceptions 

gog Suppress line numbers 

C] Don't hyphenate 
Textbox options 

Tight wrap: 


None 


Previews 


1 Ama w pod vender disenvew iadudiog, Mig Radot, Fila New Bdo Adido, 
Coovars Siwohs, ac 





5] Select an option (O changes to M). 


Note: This example keeps lines together on a page. 
Q Repeat Step 5 as needed. 
@ click ox. 
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through Coconut Creek There are approximately 55,000 cars per day traveling through 
the intersection $ 

Noem ai There ss minimal competition within Pinetree. There are several "Mall" stores, which cater 
toafashion athletic footwear customer They offer limited service and vistually n 
technical knowledge or expertise for running shoes. As well, they make minimal effort at 
captunng the “sports specific” footwear, such as soccer, baseball, or football cleats, or 
related accessones $ 


Pomat The Athletic Shoe will be -a franchise of The Athletic Shoe, Ine , recognized as the 
world’s leaderin athletic footwear franchising The Athletic Shoe has over 700 company 
owned and franchised wn 33 countnes. By becoming am Athletic Shoe franchise, we 
benefit from a comprehensive support program that includes $ 
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O word groups the selected text in the manner you specified; in this example, Word 
inserts a page break before the selected text to keep it together on a page. 


What is a widow? 


Widow is the term used to describe text grouped so that the first line of a paragraph 
appears at the bottom of a page and subsequent lines appear on the following page. 
Widows are distracting to reading comprehension. 


What is an orphan? 


Orphan is the term used to describe text grouped so that the last line of a paragraph 
appears at the top of a new page and all preceding lines appear at the bottom of the 
previous page. Like widows, orphans are distracting to reading comprehension. 





Align Text Vertically on the Page 


You can align text between the top and bottom margins of a page if the text does not fill 
the page. For example, you might want to center text vertically on short business letters or 
report cover pages to improve their appearance. 


By default, Word applies vertical alignment to your entire document, but you can limit the 
alignment if you first divide the document into sections. You will need to use this 
technique to vertically align the cover page of a report; otherwise, you will align all pages 
of the report vertically. See the section “Insert a Section Break” for more information. 


Align Text Vertically on the Page 


C Diferent first page 


Business v=- 


October, 2! 


SMITH CORPO 





Note: To align a report cover page, insert a Next Page section break after the cover page 
and click anywhere on the cover page. 


a] In the document you want to align, click the Layout tab. 
© Click the Page Setup group dialog box launcher (+). 
The Page Setup dialog box appears. 
© Click the Layout tab. 
© Click the Vertical alignment v and select a vertical alignment choice. 
O To align a cover page, click the Apply to v and select This section. 


6 click OK. 
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Change Page Orientation 


You can change the direction that text prints from the standard portrait orientation of 8% 
inches x 11 inches to the landscape orientation of 11 inches x 8% inches. Changing 
orientation is particularly helpful on pages containing tables with many columns; using a 
landscape orientation might help you fit all columns on a single page. 


Change Page Orientation 
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Note: To change the page orientation of a single page in a multipage document, first insert 
a Next Page section break before and after the page and click anywhere on the page. 


© Click anywhere in the document or on the page whose orientation you want to change. 
& Click the Layout tab. 


© Click Orientation. 


© The current orientation appears highlighted. 


O Click an option. 


9 Month Sates Figures for 2016 r 





O word changes the orientation. 


Note: The document in this example appears zoomed out to show orientation changes 
more clearly. 


Note: By default, Word changes the orientation for the entire document. To limit 
orientation changes, divide the document into sections. See the next section, “Insert a 
Section Break.” 


Insert a Section Break 


You can use section breaks in a document to establish separate margins, headers, footers, 
vertical page alignment, and other page formatting settings within a single document. 


You can start a new section on a new page or anywhere on a page. For example, to 
establish separate page numbers for chapters, your break should start a new page. But 
suppose that your document includes a table that will fit on a portrait-oriented page if you 
can establish narrower margins to accommodate the table. In this case, you can insert 
continuous section breaks before and after the table and establish margins for the table 
between the breaks. 


Insert a Section Break 
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© Click in the location where you want to start a new section in your document. 
2) Click the Layout tab. 
© Click Breaks. 
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O The Breaks gallery appears, organized by type of page breaks and type of section 
breaks. 


0 Click an option to select the type of section break you want to insert. 
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Word inserts the type of break you selected. 


© click the View tab. 


Q Click Draft to display the document in Draft view. 
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O A section break line appears. 


You can remove the section break by clicking the section break line and pressing E5. 


How does Word handle printing when I insert a section break? 


Section breaks are formatting marks that do not print; instead, the effects of the section 
break are apparent when you print. If you insert a Next Page section break, Word starts 
the text that immediately follows the section break on a new page. But if you insert a 
Continuous section break as shown in this section, text flows continuously. 


What happens if I select Even Page or Odd Page? 


Word starts the next section of your document on the next even or odd page. If you insert 
an Even Page section break on an odd page, Word leaves the odd page blank. 





Add Page Numbers to a Document 


You can add page numbers to make your documents more manageable. You can choose to 
add page numbers to the header or footer area at the top or bottom of a page or in the page 
margins, or you can add a single page number at the current position of the insertion point. 


Page numbers in headers and footers appear on-screen only in Print Layout view. A single 
page number at the current position of the insertion point also appears in Read Mode view. 
As you edit your document to add or remove text, Word adjusts the document and the 
page numbers accordingly. 


Add Page Numbers to a Document 
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Note: To place a single page number at a specific location in the document, click that 
location. 


a] Click the Insert tab. 
O Click Page Number. 
Q Page number placement options appear. 


© Click a placement option. 


Note: If you choose Current Position, Word inserts a page number only at the current 
location of the insertion point — and nowhere else in the document. 


Oa gallery of page number alignment and formatting options appears. 


O Click an option. 
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O For page numbers placed anywhere except at the current position of the insertion point, 
Word opens the header or footer pane. 


O Header & Footer Tools appear on the Ribbon. 


Oi you do not see the page number, click the Print Layout button (€) on the status bar 
to display the document in Print Layout. 


B Click Close Header and Footer to continue working in your document. 


Note: In Print Layout view, all page numbers except those placed at the current position of 
the insertion point appear gray and unavailable for editing. To work with these page 
numbers, you must open the header or footer pane. See the section “Add a Header or 


3 


Footer,” later in this chapter. 


E) 
TIP 


How can I start each section of my document with page 1? 







Page Number Forrnat 


Number format: 1, 2, 3, 





[] Include chapter number 





Chapter starts with style: | Heading 1 


se se - {hyphen} 









Examples: 1-1, 1-4 


Page numbering 





O Continue from previous section 


@) Startat: |1 = 


4 cancel 


You can break the document into sections as described in the previous section, “Insert a 
Section Break,” and then use these steps to start each section on page 1: 










1 Complete the steps in this section to insert page numbers in your document. 


J Place the insertion point in the second section of your document, and repeat Steps 1 to 
3, selecting Format Page Numbers in Step 3. 


The Page Number Format dialog box opens. 


In the Page Numbering section, select Start at (© changes to ®) and type 1 in the box. 


Click OK. 


Repeat these steps for each subsequent section of your document. 





Add Line Numbers to a Document 


You can add numbers to the left edge of every line of your document. Line numbers are 
particularly useful for proofreading; proofreaders can refer to locations in the document by 
their line numbers. You can number lines in your document continuously, or you can have 
numbering restart on each page or at each new section. And you can suppress line 
numbers for selected paragraphs. Line numbers appear on-screen only in Print Layout 
view. 


By default, line numbers appear beside every line in your document, but using line 
numbering options, you can display lines at intervals you establish. 


Add Line Numbers to a Document 


By Patrick Henry 


Delivered on March 23, 1775, before the Second Revolutionary Convention of Virginia, in the 
old church in Richmond. 


NO man thinks more highly than | do ofthe patriotism, as well as abilities, ofthe very 
worthy gentlemen who have just addressed the House. But different men often seethe 
game subject in different lights; and, therefore, I hope it will not be thought disrespectful t 
those gentlemen, if, entertaining as 1 do opinions of a character very opposite to theirs, | 
shall speak forth my sentiments freely and whout reserve. This is notime for ceremony. 


The question before the House is one of awful moment to this country, For my own part, | 
consider k as nothing less than a question of freedom or slavery; and in proportion to the 
magnitude ofthe subject ought to bethe freedom ofthe debate. It is only ia this way that 
we can hope to arrive at truth, and fulñi the great responsibility which we hold to God and 
our country. Should | keep back my opinions at such a time, through fear of giving offense, | 
should consider myself as guilty of treason toward my country, and ofan act of dis 

toward the Majesty of Heaven, which I revere above all earthly kings 


Mr. President, it is natural to man to indulge in the illusions of hope. We are aptto shio 


o the so ò siren ran me 





Add Line Numbers 

© Click Œ to display the document in Print Layout view. 
© Click the Layout tab. 

© Click Line Numbers. 


© Click a line numbering option. 


This example shows Continuous. 
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By Patrick Henry 
Delivered on March 23, 1775 before the Second Revolutionary Convention of Vinginta, in the 


old church in Richmond. 


NO man thinks more highly than I do of the patriotism, as well as abilities, of the very 
worthy gentlemen who have just addressed the House. But different men often see the 
same subject in different lights; and, therefore, | hope & will not be thought disrespectful to 
those gentlemen, if, entertaining as | do opinions of a character very opposite to theirs, I 
shall speak forth my sentiments freely and without reserve. This is no time for ceremony. 


The question before the House it one of awful moment to this country. For my own part, I 
consider it as nothing less than a question of freedom or slavery, and in proportion to the 
magnitude of the subject ought to be the freedom of the debate. It is only in this way that 
we can hope to arrive at truth, and fulfilthe great responsibilty which we hold to God and 
our country. Should | keep back my opinions at such a time, through fear of giving offense, | 
should consider myself as guilty of treason toward my country, and of an act of disloyaky 
toward the Majesty of Heaven, which | revere above all earthly kings. 


Mr. President, it is natural to man to indulge in the illusions of hope. We are apt to shut our 


rain ot r truth and listen bo the son h 





O word assigns line numbers to each line of your document. 


Note: To remove line numbers, complete Steps 1 to 4, clicking None in Step 4. 
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Number in Unusual Increments 


@ Repeat Steps 1 to 4, selecting Line Numbering Options in Step 4. 
The Layout tab of the Page Setup dialog box appears. 


@ Click Line Numbers to display the Line Numbers dialog box. 
© Click the Count by = to specify an increment for line numbers. 
© Click OK to close the Line Numbers dialog box. 


© Click OK to close the Page Setup dialog box. 
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By Patrick Henry 


Delivered on March 23, 1775, before the Second Revolutionary Convention of Virginia, in the 
4 old church in Richmond. 


NO man thinks more highly than [ do of the patriotism, as well as abilties, of the very 
6 worthy gentlemen who have just addressed the House. But different men often see the 
ame subject in different lights and, therefore, | hope it will not be thought disrespectful to 
those gentlemen, if, entertaining as ] do opinions of a character very opposite to theirs, I 


shall speak forth my sentiments freely and wRhout reserve. This is no time for ceremony. 


The question before the House is one of awful moment tothis country, For my own part, 1 


ng less than a question of freedom or slavery, and in proportion to the 





ght to be the freedom ofthe debate. It is only in this way that 





t truth, and fulfil the great responsibilty which we hold to 


k my opinions at such a time, through fear of giving 





How can I skip numbering certain lines? 


To skip numbering certain lines, such as a page title or introductory text, follow Steps 1 
to 4 in the subsection “Add Line Numbers.” Then perform the steps that follow: Select 
the paragraphs for which you do not want to display line numbers. Click the Layout tab 
and click Line Numbers. In the Line Numbers dialog box, click Suppress for Current 
Paragraph. Word removes line numbers from the selected paragraph and renumbers 
subsequent lines. 





Using the Building Blocks Organizer 


Building blocks are preformatted text and graphics that you can use to quickly and easily 
add a splash of elegance and pizzazz to your documents. Some building blocks appear by 
default as gallery options in Word. And some building blocks provide placeholder text that 
you replace to customize the building block in your document. 


Word organizes building blocks into different galleries, such as cover pages, headers, 
footers, tables, and text boxes, so that you can sort the building blocks by gallery to easily 
find something to suit your needs. This section adds a header building block to a 
document. 


Using the Building Blocks Organizer 






Give Me Liberty or Give Me Death 


NO man thinks more highly than I do ofthe patriotism, as well az abilities, ofthe very 
worthy gontlemen who have just addressed the House. But different men often see the 
game subject in different lights; and, therefore, | hope R will not be thought disrespectful to 
those gentlemen, if, entertaining as! do opinions of a character very opposite to theirs, | 


shall speak forth my sentiments freely and wkhout reserve. This is no time for ceremony 


The question before the House is one of awful moment to this country. For my own part, | 
consider k as nothing less than a question of freedom or slavery; and ia proportion to the 
magnitude ofthe subject ought to be the freedom of the debate, It is only in this way that 
we can hope to arrive at truth, and fulfil the great responsibilty which we hold to God and 
our country. Should I keep back my opinions at such a time, through fear of giving offense, I 
should consider myself as guilty of treason toward my country, and ofan act of disloyaky 


toward the Majesty of Heaven, which I revere above all earthly kings. 


Mr. President, it is natural to man to indulge in the illusions of hope. We are aptto shut our 
eyes against a painful truth, and listen to the song ofthat s li she transforms us into 
beasts, Is this the part of wise men, engaged in a greatand s struggle for liberty? Are 
we disposed to be ofthe number of those, who, having eye not, and having ears, hear 
not, the things which so nearly concern their temporal salvation? Por my part, whatever 


Ø Open a document to which you want to add a building block. 


Note: Depending on the type of building block you intend to use, you may need to 
position the insertion point where you want the building block to appear. 


O Click the Insert tab. 
© Click the Quick Parts button (E ~). 
© Click Building Blocks Organizer. 


Building Blocks Organizer 


Building blocks: 
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Edit Properties. 


Gallery 

Headers 
Headers 
Headers 
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Grid 
A simple header with document title and date on 
opposite margins 


The Building Blocks Organizer window appears. 


Q Building blocks appear here. 


O You can preview a building block here. 


6 Click a column heading to sort building blocks by that heading. 


Sorting by Gallery is most useful to find a building block for a specific purpose. 


© click a building block. 


Q Click Insert. 


Ge {Document title] 


Meeder 








© The building block appears in your document. 


This example incorporates a place for a title and date in the header. 


iDate 
ve Me Liberty or Give Me Death March 23, 1775 


© Click in the building block and fill in any required information. 


O For header and footer building blocks, you can make the building block appear on all 
pages of your document if you do not select Different First Page. 


© You can click Close Header and Footer to continue working in your document. 


How do I know where in my document Word will insert a building 
block? 


Modify Building Block 


Name: With Subheads 2 
Gallery: Tables 
Category: Built-In 
Table with subheads using the Medium 
Description: Shading 2- Accent 5 table style 
Save in: Building Blocks.dot 


Options: Insert content in its own paragraph 
Insert content onl 


Word places a building block in your document based on the building block’s properties. 
Complete Steps 1 to 4 in this section to display the Building Blocks Organizer window. 
Click a building block and click Edit Properties to display the Modify Building Block 
dialog box. Click the Options v (|) to determine where a particular building block will 
appear in your document: in its own paragraph or in its own page. 





Add a Header or Footer 


If you want to include text at the top or bottom of every page, such as the title of your 
document, your name, or the date, you can use headers and footers. Header text appears at 
the top of the page above the margin; footer text appears at the bottom of the page below 
the margin. 


To view header or footer text, you must display the document in Print Layout view. To 
switch to this view, click the View tab and click the Print Layout button. Then double- 
click the top or bottom of the page, respectively, to view the header or footer. 


Add a Header or Footer 
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© Click the Insert tab. 


© Click the Header button to add a header, or click the Footer button to add a footer. 


This example adds a footer. 


© The header or footer gallery appears. 
© Click a header or footer style. 


On the Federal Consttutron John Marihall-theme doce » Word (Tna) Header & Footer Tools 
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© Word adds the header or footer and displays the Header & Footer Tools tab. 
© The text in your document appears dimmed. 
O The insertion point appears in the footer area. 


© some footers, like the one shown here, contain information prompts. 
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John Marshall Chief Justice of the Supreme Court from 1801-35 June 10, 1788 





© Click or select an information prompt. 


6 Type footer information. 


Q Click Close Header and Footer. 
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© Word closes the Header & Footer Tools tab and displays the header or footer on the 
document page. 


© You can zoom out to view the header or footer on multiple pages of your document. 


Note: To edit a header or footer, click the Insert tab on the Ribbon, click the Header or 
Footer button, and click Edit Header or Edit Footer to redisplay the Header & Footer 
Tools tab. 


Can I format text in a header or footer? 


Yes. You can apply boldface, italics, underlining, and other character formatting the 
same way that you apply them in the body of a document, and you can use styles. Also, 


the header area and footer area each contain two predefined tabs so that you can center 
or right-align text you type. 


How do I remove a header or footer? 


Click the Insert tab, click the Header or Footer button, and click the Remove Header 
or Remove Footer command. Word removes the header or footer from your document. 





Using Different Headers or Footers Within a 
Document 


You can use different headers or footers in different portions of your document. For 
example, suppose that you are preparing a business plan and you intend to divide it into 
chapters. You could create separate headers or footers for each chapter. If you plan to use 
more than one header or footer in your document, insert section breaks before you begin. 
See the section “Insert a Section Break” for details. 


This section shows how to create different headers in your document, but you can use the 
steps to create different footers by substituting “footer” wherever “header” appears. 


Using Different Headers or Footers Within a Document 


1.0 Executive Summary 


~ Sideline 
The Athletic Shoe store in Bay Pines Square will become tk 
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There are 68,000 adults between the ages of 20 and 54 with | 


The Athletic Shoe will focus on the above two market segments. By captunag those 
primary customers, the balance of residents with sports shoe needs will be drawn tous, 
the obvious headquasters for athletic footwear 


The store will be located at the intersection of University Dave and Wiles Road. The key 
co-tenants ae Fresh Market, Bed Bath & Beyond, Blockbuster Video, Play It Again 
Soy » not sel c gho a 10.000 so ft daycare center hild r ‘ 





a] Click in the first section for which you want to create a header. 
@ Click the Insert tab. 


© Click Header. 
The Header gallery appears. 


4) Click a header. 


h 
Executive Summary Business Plan <2) 
First Page Header -Semon 1 a ó 2 
LA 1.0 Executive Summary 


œ> 





© Word inserts the header in the First Page Header-Section 1 box. 
O The text in your document appears dimmed. 
O The insertion point appears in the header. 


O To make all headers for a section the same, you can deselect Different First Page (v 
changes to O). 


Note: This example uses different first page headers. 
© Type any necessary text in the header. 


Q Click Next to move the insertion point to the next page of the first section, Header- 
Section 1. 


Q Click Next again. 
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2.1 Start-up Summary 
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© Word moves the insertion point into the header for Section 2. 
© The First Page Header-Section 2 box appears. 


(5) Word identifies the header or footer as “Same as Previous.” 


© Click Link to Previous to deselect it and unlink the headers of the two sections. 
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© Word removes the “Same as Previous” marking from the right side of the header box. 


Oo Repeat Steps 2 to 5 to insert a new header in the second section. 


This example displays new text on the left side of the header. 
© Repeat these steps for each section for which you want a different header. 


® Click Close Header and Footer. 


Can I create different headers or footers for odd or even pages? 


Yes, and you do not need to insert section breaks. Complete Steps 2 to 5. Then, on the 
Design tab of the Header & Footer Tools, click Different Odd & Even Pages. Each 
header or footer box is renamed to Odd Page or Even Page. Click Next to switch to the 
Even Page Header box or the Even Page Footer box and type text. 





Add a Footnote 


You can include footnotes in your document to identify sources or references to other 
materials or to add explanatory information. When you add a footnote, a small number 
appears alongside the associated text, and footnote text appears at the bottom of a page. As 
you add, delete, and move text in your document, Word also adds, deletes, moves, or 
renumbers associated footnotes. 


Footnotes appear within your document in Print Layout view and Read Mode view. 
Footnote references appear in the body of your document in all views. 
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1) Click where you want to insert the footnote reference. 
O Click the References tab. 


© Click Insert Footnote. 
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maxims? Con we pretend to Ihe enjoyment of political freedom or security when we 


are told that a man has been. by an act of Assembly, struck out of existence without a 
trial by jury. valhout examination, without being confronted with his occusers and 
witnesses, without the benefits of the law of Ihe land? Where b our safety when we are 
told that this oct wos justificble becouse Ihe person was no! o Socrates? What has 
become of the worthy member's maxims? b this one of Ihem? Shall It be a maxim that 
aman shall be deprived of hs Efe without the benefit of law? Shall such a depriva' 

life be justified by answering that a man’s life wos nol laken secundem orlem", 
becouse he was a bad man? Shall it be a madm that government ough! not fo be 
empowered to protect rive? 


The honorable member, after attempting to vindicate that tyrannical legsiative act to 
which Ihave been alluding. proceeded to Icke a Vew of the dongers to which Ihis 


1 Latin for "According to accepted practice’| 5i] 


hoin Marshall Pago -1 june 10, 1799 





O word displays the footnote number in the body of the document and in the note at the 
bottom of the current page. 
© Type the footnote text. 


You can double-click the footnote number or press E+E to return the insertion point 
to the place in your document where you inserted the footnote. 


Add an Endnote 


You can include endnotes in your document to identify sources or references to other 
materials or to add explanatory information. Endnotes are automatically numbered i, ii, iii, 
and so on and, as you add, delete, and move text in your document, Word adds, deletes, 
moves, or renumbers any associated endnotes. Endnote content appears at the end of your 
document in Print Layout view and Read Mode view. Endnote references appear in the 
body of your document in all views. 
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under the present government! Had this been the case ihe friends of Iberly would not 
be so willing now fo part with it, Can we boast that our government is founded on these 
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© Click where you want to insert the endnote reference. 


O in this example, the endnote number appears on page 1. 
@ Click the References tab. 


© Click Insert Endnote. 
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Word inserts the endnote number in the body of your document. 


© Word inserts the endnote number at the end of your document and displays the 
insertion point in the endnote area at the bottom of the last page of the document. 


O Type your endnote text. 


You can double-click the endnote number or press E+E to return the insertion point 
to the place in your document where you inserted the endnote. 


Find, Edit, or Delete Footnotes or Endnotes 


As you work, you might find that you need to edit or delete the content of a footnote or an 
endnote. To make changes to a footnote or an endnote, you must first find the footnote or 
endnote reference and the associated footnote or endnote text. 


You can work in any view to find, edit, or delete a footnote or an endnote. Remember that 
you do not need to worry about renumbering or moving footnotes or endnotes because 
Word handles those functions for you automatically. Although you can include both 
footnotes and endnotes, most documents typically have only one type of note. 


Find, Edit, or Delete Footnotes or Endnotes 
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Find Footnotes or Endnotes 

© Press mHE to move the insertion point to the top of the document. 
© Click References. 

© Click ~ beside the Next Footnote button. 


© Click an option to find the next or previous footnote or endnote. 


Word moves the insertion point to the reference number of the next or previous note. 
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Edit Footnotes or Endnotes 


Note: To easily edit endnotes, skip Steps 1 and 2. Instead, press 3)+{2") to move the 
insertion point to the end of the document. 


© Select the footnote reference number in your document. 


© Double-click the selection. 


O mn Print Layout view, Word moves the insertion point into the footnote. 
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O mn Draft view, Word displays footnotes in the Footnotes pane. 
© Edit the text of the note as needed. 


© In Draft view, click the Close button (x) when you finish editing. 
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Delete a Footnote or Endnote 
© Select the reference number of the footnote or endnote you want to delete. 


© Press GEEZ). 


Word removes the footnote or endnote number and related information from the 
document and automatically renumbers subsequent footnotes or endnotes. 


Can I print endnotes on a separate page? 


Yes. Click in your document before the first endnote. Then, click the Insert tab and click 
Page Break. Word inserts a page break immediately before the endnotes, placing them 
on a separate page at the end of your document. 





Convert Footnotes to Endnotes 


You can convert endnotes to footnotes or footnotes to endnotes. Converting footnotes to 
endnotes or endnotes to footnotes gives you the flexibility to try one type of note and then 
decide that you prefer the other type of note. Converting notes also helps if you 
accidentally enter one type of note when you meant to enter the other type. You do not 
need to delete existing notes of one type and then reenter them as the other type of note. 
Instead, you can save time by converting footnotes or endnotes. 


Although you can include both footnotes and endnotes, people typically use only one type 
of note. 


Convert Footnotes to Endnotes 
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© Click the References tab. 


2) Click the Footnotes group dialog box launcher (=). 
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The Footnote and Endnote dialog box appears. 
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The Convert Notes dialog box appears. 
© Select the option that describes what you want to do (© changes to @). 


B Click OK to redisplay the Footnote and Endnote dialog box. 


In the Footnote and Endnote dialog box, Cancel changes to Close. 


Q Click Close. 
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© Word makes the conversion and renumbers footnotes and endnotes appropriately. 


What does the Show Notes button in the Footnotes group do? 


Show Notes 


This document has footnotes and endnotes, 


Do you want to: 


(se) View footnote area 
C) View endnote area 


Cancel 


If your document contains only footnotes or only endnotes, Word jumps to the footnote 
section on the current page or the endnote section at the end of the document. If your 
document contains both footnotes and endnotes, Word displays this dialog box so that 
you can select an option to view. 





Generate a Table of Contents 


You can use Word to generate a table of contents (TOC) for your document that 
automatically updates as you change your document. You select from Word’s gallery of 
TOC styles to establish the TOC’s look and feel. You can most easily create a TOC if you 
apply heading styles — Heading 1, Heading 2, and Heading 3 — to text that should 
appear in the TOC. Word searches for text that you format using a heading style and 
includes that text in the TOC. 


You can create a table of contents at any time, continue working, and update the table of 
contents automatically with new information whenever you want. 


Generate a Table of Contents 





that 





Insert a Table of Contents 


a] Place the insertion point in your document where you want the table of contents to 
appear. 


O This example places the table of contents on a blank page after the cover page of a 
report. 


& Click the References tab. 


(3) Click Table of Contents. 
The Table of Contents gallery appears. 


O Click a table of contents layout. 
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© Word inserts a table of contents at the location of the insertion point. 


The information in the table of contents comes from text to which Heading styles 1, 2, 
and 3 are applied. 


You can continue working in your document, adding new text styled with heading 
styles. 


Note: Do not type directly in the table of contents; make corrections in the document. 
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Update the Table of Contents 


© Add or change text styled with heading styles or remove heading styles from text in 
your document. 


2] Click anywhere in the table of contents. 
37 Click Update Table. 

The Update Table of Contents dialog box appears. 
© Select Update entire table (© changes to ®). 
© click oK. 


O word updates the table of contents to reflect your changes. 
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TIP 


Can I include additional heading styles, such as Heading 4, in the table 
of contents? 
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Tab leader: 
General 


Formats: From template 


Show levels: 4 7 


Options... Modify... 


1 Complete Steps 2 to 4 in the subsection “Insert a Table of Contents,” selecting 





Yes. Simply follow these steps: 


Custom Table of Contents in Step 4 to display the Table of Contents dialog box. 


Click the Show levels = to change the number of heading styles included in the table 
of contents. 


Click OK. 


Word prompts you to replace the current table of contents. 


Click Yes to update the table of contents. 





Add a Watermark 


You can add a watermark to your document to add interest or convey a message. A 
watermark is faint text that appears behind information in a document. For example, you 
can place a watermark on a document that marks it confidential or urgent. Or you can 
place a watermark on a document to mark it as the original or as a copy. Using a “Draft” 
watermark can help distinguish a final copy from a review copy. And for material that 
should not be reproduced, you can apply a “Do Not Copy” watermark. 


Watermarks are visible in Print Layout view and when you print your document. 
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Dear Miss Wedell 





Nancy has been diagnosed with pneumonia, at the presen 
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Nancy is very concemed about being out of school for su D t stermarh < 
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the work My husband and I have tned to reassure her thi 
she continues to worry 


We would appreciate it if you could give all of us an idea of what Nancy's class will be 
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© Click Œ to display your document in Print Layout view. 
© Click the Design tab. 
© Click Watermark. 


O it you see the watermark you want to use in the Watermark gallery, you can click it and 
skip the rest of the steps in this section. 


4) Click Custom Watermark. 
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The Printed Watermark dialog box appears. 








B Select Text watermark (© changes to ®). 


Q Click v and select the text to use as a watermark or type your own text. 


Q You can use these options to control the font, size, color, intensity, and layout of the 
watermark. 


@ click OK. 
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Nancy has been diagnosed with pnewmoma, at the present time, the doctor cannot 
determine when Nancy will be able to return to school, but he anticipates that she will be 
out of school for at beast one month 


Nancy 1s very concemed about being out of school for such a long penod of time, she ts 
afraid that she will fall so far behind her classmates that she will not be able to make up 
the work My husband and I have tned to reassure her that everything will work out, but 
she continues to worry 


We would appreciate it if you could give all of us an idea of what Nancy's class will be 
studying between now and the end of the year, along with any ideas you may have on 


how Nancy might be able to catch up with her classmates once she is well again. We feel 
that some input from you would go along way to easing her mand and letting her get the 
rest she needs to recover 


Thank you for your cooperation and understanding 


Sincerely, G 


Elaine J. Marmel 





O word displays the watermark on each page of your document. 


What happens if I select the Picture Watermark option in the Printed 
Watermark dialog box? 





Insert Pictures 


A From a file 


Browse files on your computer or 


b Bing Image Search 
Sea 


Search the web 


Word enables you to select a picture stored on your hard drive or to search online using 
Bing to select a picture as the watermark in your document. Follow these steps: 


P Follow Steps 1 to 5, selecting Picture watermark in Step 5. 


J In the Printed Watermark dialog box, click Select Picture. 


In the Insert Picture dialog box, navigate to and insert the picture you want to use as a 
watermark. 


P Click OK in the Printed Watermark dialog box to add the picture watermark to your 
document. 





Add a Page Border 


You can add a border around each page of your document to add interest or make the 
document aesthetically appealing. You also can add borders around single or multiple 
paragraphs, as described in Chapter 6, but be careful not to use too many effects; you risk 
making your document difficult to read. For example, do not use both paragraph and page 
borders. 


You can apply one of Word’s predesigned borders to your document, or you can create 
your own custom border — for example, bordering only the top and bottom of each page. 


Add a Page Border 


On the Federal Constitution 


Delivered by John Marshall Chief Justice of the Supreme Court from 1501-35, on June 10, 
1788, in the Virginia Convention called to ratify the Constitution of the United States. 


MR. CHAIRMAN, | concetve that the object ofthe discussion now before us is whether 
democracy or despotism be most eligible. I am surethatthose who framed the system 
submitted to our investigation, and those who now support it intend the establishment 
and securtty ofthe former. The supporters of the Consthution claim thetitle of being firm 
friends ofthe liberty and the rights of mankind. They say that they consider it asthe best 
means of protecting liberty. We, sir, idolize democracy. Those who oppose k have 
bestowed eulogiums on monarchy. We prefer this system to any monarchy because we are 
convinced that it has a greater tendency to secure our liberty and promote our happiness 
We admire k because we think & a wellregulated democracy: it is recommended to the 
good people of this country: they are, through us, to declare whether it be such a plan of 
government as will establish and secure their freedom 


Perm me to attend to what the honorable gentleman, Mr. Henry, has sald. He has 
expatiated on the necessity of a due attention to certain maxims, to certain funda 
principles from which a free people ought never to depart. 1 concur with him in the 


propriety ofthe observance of such maxims They are necessary in every governmen#> 





© Click Œ to display your document in Print Layout view. 
2] Click the Design tab. 
© Click Page Borders. 
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The Borders and Shading dialog box appears, displaying the Page Border tab. 
O Click the type of border you want to add to your document. 


(5) Click a style for the border line. 

© This area shows a preview of the border. 

O You can click v to select a color for the border from the palette that appears. 
Borders and Shading 


Borders Page Border Shading 


Setting: 





Click on diagram below or 
use buttons to apply borders 
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Q You can click ~v to select a width for the border. 
Q Click v to specify the pages on which the border should appear. 
click ok. 
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O word applies the border you specified. 





Can I add a border that does not surround the page? 


Previews 


Click on diagram below or 
use buttons to apply borders 


pa 
A 


Yes. Complete Steps 1 to 6 to select the border you want to apply. In the Preview area, 
click the border lines that you do not want to appear in your document (£). Click OK, 
and Word applies the modified page border. 





Apply Document Formatting 


You can give a professional look to a document using document formatting. You can apply 
a document theme, which consists of a set of theme colors that affect fonts, lines, and fill 
effects. Applying a theme to a document is a quick way to add polish to it. And once you 
apply a theme, you also can apply style sets, which vary the fonts. 


The effect of applying a theme is more obvious if you have assigned styles such as 
headings to your document. The effects of themes are even more pronounced when you 
assign a background color to a page. 


Apply Document Formatting 
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What are the fevorte maums of democracy? A strict obtervance of justice and public faith and a steady 
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Apply a Theme 


© Open a document. 


The document uses the default Office theme colors and styles for its fonts, lines, page 
color, and fill effects. 


© Click the Design tab. 
© Click Themes. 


Note: You can point at a theme, and Live Preview will show you how the document 
would look using that theme. 


4) Click a theme. 
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On the Federal Constitution 


Delivered by John Marshall, Chief Justice of fhe Supreme Court from 1801-35, on June 
10, 1788. in the Virginio Convention caled to ratify the Constitution of the United States. 


MR, CHAIRMAN, | Conceive that the object of the discussion now before us & whether 
democracy or despotism be most eligible. lam sure that those who framed the system 
submitted to our investigation, and those who now support if, intend the establishment 
and security of the former. The supporters of the Corstitution claim the tite of being firm 
friends of Ihe Eberly and the rights of mankind, They say that they consider it as the best 
means of protecting liberty. We, sir, Kioltre democracy. Those who oppose il have 
bestowed eviogiums on monarchy. We prefer this system to any monarchy becouse we 
are convinced that it hos a greater tendency to secure our liberty and promote our 
happiness. We admire if because we think it a well-reguicted democracy: it b 
recommended to the good people of this country: they are, through us. to declare 
whelher it be such a plan of government! cs will establish and secure their freedom. 


Permit me to attend to what the honorable gentleman, Mr. Henry, has said. He has 
expctiated on the necessity of a due attention to certain madms, to certain 
fundamental principles from which a free people ought never fo deport, [concurwith 
him in the propriety of the observance of such maxims. They are necessary in every 
government, but more essential to a democracy than to any other, 





Your document appears using the theme you selected. 
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On the Federal Constitution 


Delivered by John Marshal, Chief Justice of the Supreme Court from 1801-35, on June 
10, 1788, in the Virginia Convention called fo raffy the Constitution of the United States. 


MR. CHAIRMAN, | conceive that the object of Ihe discussion now before us & whether 
democracy or despotism be most eligible. Iam sure that those who framed the system 
submitted to our investigation. and those who now support il, intend the estoblehment 
and security of the former. The supporters of the Constitution claim the title of being firm 
friends of the Eberly and the rights of mankind, They say that they consider it os the bes! 
means of protecting liberty. We, sir, idolize democracy. Those who oppose it have 
bestowed eviogiums on monarchy. We prefer ths system to any monarchy because we 
are convinced ihol it has a greater tendency to secure our liberty and promote our 
happiness. We admire it becouse we think it a wel-reguiated democracy: Its 
recommended to the good people of thé country: they ore, through us, to deciore 
whether it be such a plan of goverwnent os will establish and secure their freedom. 


Permit me to attend to what the honorable gentleman, Mr. Henry, has said. He has 
expaliated on the necessity ofo due attention to certain maxdms. fo certain 
fundamental principles from which a free people ought never lo deport. | concur with 
him in the propriety of the observance of such manéns, They are necessary in every 
government, bul more essential lo a democracy than to any other. 





Apply a Style Set 
© Complete Steps 1 to 4 in the previous subsection. 
© click the Design tab. 


© Point the mouse ({}) at various style sets. 


Note: Live Preview shows you how the document would look using that style set. 


© Click a style set. 
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On the Federal 


Constitution 


Delivered by John Marshall, Chief Justice of fhe Supreme Court from 1801-35, on June 
10, 1788, in the Virginia Convention caled fo ratify the Constitution of the United States. 


MR. CHAIRMAN, | conceive that Ihe object of the discusion now before us is whether 
democracy or despotism be most eligible. | arn sure that those who framed the system 
submitted fo our investigation, and those who now support It, intend the establshment and 
security of tine former, The supporten of the Constitution claim the title of being fm friends 
of the liberty and the rights of mankind. They say that they consider it as the best means of 
protecting Iberty. We, sir, idolize democracy. Those who oppose It have bestowed 
eviogivims on monarchy, We prefer thi system to any monorchy becouse we are 
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Your document appears using the style set you selected. 





How can I make the effects of my theme more obvious? 
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Fill Effects... 


The effects of applying a theme become more obvious if you have applied heading styles 
and a background color to your document. To apply a background color, click the 
Design tab, click Page Color (@), and click a color in the palette (@); Word applies 
the color you selected to the background of the page. For help applying a style, see 
Chapter 6. 


Create Newspaper Columns 


You can create columns in Word to present your text in a format similar to a newspaper or 
magazine, where columnar information runs from the bottom of one column to the top of 
the next column. For example, if you are creating a brochure or newsletter, you can use 
columns to make text flow from one block to the next. 


If you simply want to create a document with two or three columns, you can use one of 
Word’s preset columns. Alternatively, you can create custom columns, choosing the 
number of columns you want to create in your document, indicating the width of each 
column, and more. 


Create Newspaper Columns 


Veatherston & Associates Newsletter 
OCTOBER 1, 2016 
Moving to a New Location 


Well, it finally happened —we have made our move into bigger offices. So from now on, 
you can reach us at 

Weatherston & Associates 

123 Atlantic Street 

Cambridge, MA 12345 

(555) 555-0111 


We look forward to hearing from you soon 


Annual Conference 

Our annual conference, where we touch base with our clients, will be held on 
November 16, 2016 at the Westchester Marriott We've planned the day from 10.00 a.m 
until 200 p.m. and we'll be serving lunch to all who attend, Please let us know if you 
can make the event 


Special Workshop on E-Newsletters 





Create Quick Columns 


Note: If you want to apply columns to only a portion of your text, select that text. 
a] Click the Layout tab. 
2) Click the Columns button. 


© Click the number of columns that you want to assign. 
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than 1000 words in length. With this 
sort of limitation, it’s very important to 
choose your content wisely and ensure 
that itis brief and to the point. 
Headlines should be short and clear, 
and each article should aim to make one 
major point. It might describe a new 
technology, highlight developing 
trends, or offer suggestions for building 
profitability. An article should 
communicate this major pointin two to 
five sub-points that are easy to 
understand and are clearly beneficial to 
the reader. Each article should clarify, 
encourage, enthuse, provoke thought, 
and satisfy; it should elicita positive 
response. Ideally, it will inspire your 
reader to decide that your products or 
services provide the best solutions. 
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Create Custom Columns 


Note: If you want to apply columns to only a portion of your text, select that text. 
© Click the Layout tab. 
2] Click Columns. 


© Click More Columns. 


The Columns dialog box appears. 


© Click = to select the number of columns you want. 


© You can select this option ( 


columns. 


QO Deselect this option to set exact widths for each column (~ 


























Q Set an exact column width and spacing here. 


O You can click v to specify whether the columns apply to the selected text or the entire 


document. 


0 click OK. 
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Special Workshop on E-Newsletters 

On Novernber 19, we will present a special workshop on 
preparing effective newsletters for online viewing, The 
workshop will run from 9:00 a.m. until 3:00 p.m. Please 
call us to register for this workshop that will help you 
get your message across, When people view information 
online, they lose interest quickly and have a low 
tolerance for long articles. As a result, an e newsletter 
ought to be brief—typically no more than 1000 words in 
length. With thas sort of limitation, it's very important to 
choose your content wisely and ensure that itis brief 
and to the point. Headlines should be short and clear, 
and each article should aim to make one major point. It 
might describe a new technology, highlight developing 
trends, of offer suggestions for building profitability, An 
article should communicate this major point in two to 
five sub-points that are easy to understand and are 
clearly beneficial to the reader. Each article should 
clarify, encourage, enthuse, provoke thought, and 
satisfy; it should elicit a positive response. Ideally, it will 


inspire your reader to decide that your products or 





Word applies the column format to the selected text. 





How do I wrap column text around a picture or other object? 


Click the picture or other object that you want to wrap, click the Format tab, click the 
Wrap Text button, and then click the type of wrapping that you want to apply. 


Can I create a break within a column? 


Yes. To add a column break, click where you want the break to occur and then press &0+ 
Eme. To remove a break, select it and press [=""). To return to a one-column 
format, click the Columns button on the Layout tab, and then select the single-column 
format. 





CHAPTER 8 


Printing Documents 


2016-Dangers of » Salaried Bureaucracy by Benjamin Frackin.docs - Weed (Thal) 


Print 


=A 


= 


Copien 1 P 


Prine 
DANGERS OF A SALARIED 
BUREAUCRACY 


Doe taeeand by hn join Henin bo Pl ano ther Coms etme vention wf 


Printer 


Brother MECMIOW Preter 178 mE om eT FFE Tn TION OPS mE HTN SE YR TE mn we 
© Goni hg Gomme 
oner Low 


Preter Properties 

ne 1 I A, A wa k Ne iwa ma iu ey part 
Settings — k ORAE ES 
WP, Print Ak Pages Te OA lee I EN Ne po eR Em ot ee Tee a nO 


The whole thing 


Print One Sided 


Only print on one side of th 


Oe ae ome et wee 
Se e e a aa a a a pe pma g te o 
Cotsted 
423 122 1,23 
Portrait Orientation taei en an par aane mam atia Hote Rg 


A NR VR DAD et ry AAE t a Ne apap IR Te O ae En 


Letter 
asta 


T Neemal Margins s 
Í ter hiye 1° Ag As aelig oF M paa ed 
— Geah d De g e i D a aa a ae S aaa P aai 


1 Page Per Deet es A eae LANE p A A EAN ett ryt D a a ae Te Oe ree 





After your document looks the way you want it to look, you are ready to distribute it. In 


this chapter, you learn how to preview and print documents, print envelopes, and print 
labels. 


Preview and Print a Document 
Print on Different Paper Sizes 
Print an Envelope 

Set Up Labels to Print 


Preview and Print a Document 


If your computer is connected to a printer, you can print your Word documents. For 
example, you might print a document to look for layout errors and other possible 
formatting inconsistencies or to distribute it as a handout in a meeting. 


When you print a document, you have two options. You can send a document directly to 
the printer using the default settings, or you can change these settings. For example, you 
might opt to print just a portion of the document or print using a different printer. You can 
preview your document before you print it. 


Preview and Print a Document 
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© Open the document you want to print. 
Note: To print only selected text, select that text. 


© click the File tab. 


Backstage view appears. 


© Click Print. 


Oa preview of your document appears here. 
© Click these arrows (« and ») to page through your document. 


B To magnify the page, drag the Zoom slider. 


Q To print more than one copy, type the number of copies to print here or click °. 


Q Click ~ to select a printer. 
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© Click ~ to select what to print. 
O You can print the entire document, text you selected, or only the current page. 


O You can click [+] and i+] to select document elements to print, such as document 
properties or a list of styles used in the document. 
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G To print noncontiguous pages, type the pages you want to print, such as 1,5,6-9 or 1,3- 
4 in the Pages box. 


© To print the document, click the Print button. 


Oi you change your mind and do not want to print, click the Back button (@) to return 
to the document window. 


Tip 





What other print options can I set? 


In the Settings section, click buttons to select options: 


Option Purpos 


Determi 


Print on Both Sides whether 


print on 
one or b 


Flip pages on long edge sides of 
paper. 





When 
printing 
multiple 
copies, 


specify 
whether 
collate t 
copies o 
print 
multiple 
copies o 
each pag 
at the sa 
time. 





Choose 
‘i om, % ‘ print in 
Portrait Orientation Portrait 
Landsca 
orientati 


Select a 
paper siz 


Normal Margins 
Left: 1" Right: 1" 


Select på 
margins 


Specify 
number 
= pages to 
sheet oa 
single 

sheet of 
paper. 





Print on Different Paper Sizes 


You can print one part of your document on one size of paper and another part on a 
different size of paper. For example, you may want to print one portion of your document 
on legal-sized paper to accommodate a particularly long table and then print the rest of the 
document on letter-sized paper. 


You must insert section breaks in your document for each portion of the document that 
you want to print on different paper sizes. To learn how to insert section breaks, see 


Chapter 7. 


Print on Different Paper Sizes 


E DANGERS OF A SALARIED 
BUREAUCRACY 


Delivered by Benjamin Franklin in Philadelphioa in the Constitutional Convention of 1787 


IT is wah reluctance that i rise to express a dsapprobationof any one article of the plan for which we 
are $0 much obliged to the honorable gemiemen who lad t before us, From its first reading! have 
borne a good will to t, and, in general, wished A success, inthis particolar of salaries to the executive 
branch, | happento difer, and, as my Opinion may appear new and cimerical, R is only from a 
persuasion thst R is right, and from a tense of duty, that! hazard R. The commatee will judge of my 
reasons whenthey heave heard them, and ther judgment may possibly change mine, | think! see 
inconveniences inthe appointment of salaries; | see none inrefusing them, but, on the contrary, great 


advantages 


Sir, there are two passions which have a powerfUlintivence inthe affairsof men. These are ambition 
and avarce—the love of power andthe love of money, Separately, cach of these has great force in 
Prompting mento actor: but, when untedin view of the same object, they have, mmany minds, the 
most violent effects. Place before the eye of such men a post of honor, that shall, at the same time, be 
a place of profit, and they will move heaven and earth to obtain @. The vast number of such places it is 
that renders the Brash government to tempestuous, The struggles forthem arethe true source of af 
those factions which are perpetually dividingthe nation, distracting Rs councils, hurrying it sometimes 


into frutiess and mischiewous wars, and often compelling è submission to @thonorable terns of peace. 





© After dividing your document into sections, place the insertion point in the section that 
you want to print on a different paper size. 


© Click the Layout tab. 


© Click the Page Setup group dialog box launcher («). 


Page Setup 


Margins fi 

Paper size: 
Letter 
Width: 18.5" | 
Height: 111" 

Paper source 


First page: 

Default tray (Automatically Select) 
Automatically Select 

Manual Paper Feed 


Other pages: 


iDefault tray (Automatically Select 
Automatically Select 
Manual Paper Feed 

















Apply to: This section v] 


Print Options... 


The Page Setup dialog box appears, displaying the Margins tab. 


Set As Default 





O Click the Paper tab. 
(5) Click v, and select the paper size you want to use. 
© The width and height of the paper size you select appear here. 


Oa preview of your selection appears here. 


| Margins | Paper 


Paper size: 





| Letter 
Width: 8,5" 
Height: 11" 





Paper source 
First page: Other pages: 
Default tray (Automatically Select} A Default tray (Automatically Select) 


Automatically Select Automatically Select 
Manual Paper Feed Manual Paper Feed 











Apply to: ‘This section vl | Print Options... | 
| Set As Default | | Cancel 


Q Click a paper tray for the first page in the section. 





Q Click a paper tray for the rest of the section. 


Page Setup 


Margins Paper | Layout 
Paper size: 

Letter 

Width: 8.5" 

Height: |11" 

Paper source 


First page: Other pages: 


[Default tra ‘Automaticall Select (Default tra ‘Automatically Select) _ 
Automatically Select Automatically Select 
Manual Paper Feed Manual Paper Feed 








L 








Preview 


to: This section Print Options... 
This section 


This point forward 
Set As Defeyhole document OK Cancel 


© Click the Apply to v. 





Q Click This section. 
© Repeat Steps 1 to 9 for other sections of the document. 


® Click OK to save your changes. 





What happens when I click Print Options in the Page Setup dialog box? 


Printing options 


Print drawings created in Word C 


|_| Print background colors and images 


|_| Print document properties 


| | Print hidden text 
|_| Update fields before printing 
|_| Update linked data before printing 


The Display tab of the Word Options dialog box appears. In the Printing Options section, 
you can select check boxes to control the printing of various Word elements. 





Print an Envelope 


If your printer supports printing envelopes, Word can print a delivery and return address 
on an envelope for you. You also can have Word automatically fill in the recipient’s name 
and address. Word checks the currently open document for information that appears to be 
an address; if Word finds an address, Word fills in the address automatically. To save 
yourself time and typing, open the letter you intend to mail before you follow the steps in 
this section to print the envelope. 


Consult your printer manual to determine whether your printer supports printing 
envelopes. 


Print an Envelope 





November 12, 2015 


Mass Sandra Wedell 
Kenton Elementary Schoot 
1234 Man Street 

Skolse, IL 60076 


Dear Miss Wedell 


Nancy has been diagnosed with pacwmonta, at the present time, the doctor cannot 
determine when Nancy will be able to return to school, but he anticipates that she will be 
oat of school for at least one month 


Nancy ut very concemed about bang out of school for such a long penod of ume, she 
afræd that the will fall so far behind her classmates that che will mot be able to make up 
the wock My husband and I have tried to reasnare ber that everything will work out, but 
the continees to worry 


We would appreciate it if you could give all of ut an idea of wha Nancy's clare will be 
studying between mow and the end of the year. along with any ideas you may hare on 
how Nancy might be able to catch up with her classmates once she is well again. We feel 
that some input from you would go along way to easing her mind and letting her get the 
rert the needs torecover 


Thank you for your cooperation and understandang 





ø Click the Mailings tab. 
& Click Envelopes. 


Envelopes and Labels 


3 Envelopes | Labels 


Delivery address: 





Kenton Elementary School 
1234 Main Street 
Skokie, IL 60076 








[| Add electronic postage 


Return address: E3 ~ [] omit 





A Previews 


When prompted by the printer, insert an envelope in your printer's manual feeder, 


v 








Print Add to Document Options... E-postage Properties... 


Cancel 





The Envelopes and Labels dialog box appears. 
© Click the Envelopes tab. 


Note: If Word finds an address near the top of your document, it displays and selects that 
address in the Delivery Address box. 


© You can type a delivery address. 


You can remove an existing address by pressing E5. 


Envelopes and Labels 


Envelopes Labels 


Delivery address: 


Miss Sandra Wedell 
Kenton Elementary School 
1234 Main Street 

Skokie, IL 60076 








[| Add electronic postage 


Return address: ES ~ [] omit 


Elaine Marmel Preview 
10795 Cypress Vista Circle 
Phoenix, AZ 35000 


v 








When prompted by the printer, insert an envelope in your printer's manual feeder. 


Print Add to Document Options... E-postage Properties... 


Cancel 





By default, Word displays no return address in the Return Address box. 
B Click here to type a return address. 
Q Click Print. 





Microsoft Word x 


@ Do you want to save the new return address as the default return address? 


ep Yes | No 





A dialog box appears if you supplied a return address. 


Note: If you save the return address, Word displays it each time you print an envelope and 
does not display this dialog box. 


Q Click Yes. 


Word saves the return address as the default return address and prints the envelope. 





What happens if I click Options in the Envelopes and Labels dialog box? 


Envelope Options 


Printing Options 


Envelope size: 
Size 10 (4 1/8 x 9 1/2 in) 
Delivery address 


Font... From left: 
From top: 

Return address 
Font... From left: 
From top: 


Preview 





Word displays the Envelope Options dialog box. On the Envelope Options tab, you can 
set the envelope size, include a delivery bar code, and set fonts for the delivery and 
return addresses. On the Printing Options tab, you can set the feed method and tray for 
your printer. 


Set Up Labels to Print 


You can format a Word document so that you can use it to type and print labels using an 
assortment of standard labels from a variety of vendors, including Avery, 3M, Microsoft, 
Office Depot, and Staples, to name just a few. Printing address labels is useful when you 
need to mail packages or envelopes that are not letter size. You also are not limited to 
printing address labels; for example, you can create name tag and file folder labels. 


This section demonstrates how to create a blank page of address labels onto which you can 
type address label information. 


Set Up Labels to Print 


Avery US Letter, S162 Easy Peel Ac 
Enry Peel Address Labels 





© Click the Mailings tab. 


2) Click Labels. 
The Envelopes and Labels dialog box appears. 


© Click the Labels tab. 
© This area shows the label currently selected. 


© Click Options. 





Envelopes Labels 


Label Options 


Printer information 


© Continuous-feed printers 


@ Page printers Tray: Default tray (Automatically Select) |v 
Label information 


Label vendors; Avery US Letter v AA 


Find updates on Office.com 
Product number: 

5249 Print or Write Mailing Seals Type: Easy Peel Address Labels 
5258 Print or Write Mailing Seals Height: “ 

5259 Mailing Labels chet gg 

5260 Easy Peel Address Labels raun; ORE 

5261 Easy Peel Address Labels Page size: 8.5"x 11 





Label information 


Details... New Label... Qe Cancel 


— 


Print New Document [ Options... | E-postage Properties... 


Cancel 





The Label Options dialog box appears. 


B In this area, select the type of printer and printer tray to print labels (© changes to @). 
Q Click ~ to select the vendor that makes your labels. 

Q Click the product number of your labels. 

© click oK. 


Q Click New Document in the Envelopes and Labels dialog box. 


Miss Sandra Wedet 
Kenton Tlemerntary School 
1734 Møn Street 

Skoke, iL 007% 


Miss Auth Samuelson 
Kenton Dementary School 
1234 Main Street 
Skokie, i 60078 





Word displays a blank document, set up for label information. 
© If you do not see gridlines separating labels, click the Table Tools Layout tab. 
® Click View Gridlines. 
®© Type a label. 


© Press 3 to move to the next label and type an address. 


Note: To print labels, see the section “Preview and Print a Document,” earlier in this 
chapter. 








TIP 


Can I print a single label? 
Envelopes and Labels 


Envelopes Labels 


Address: [t+ [_] Use return address 


Miss Ruth Samuelson A 
Kenton Elementary School 

1234 Main Street 

Skokie, IL 60076 


Label 


(Y Full page of the same label Avery US Letter, 5262 Easy Peel Ad... 
=); rcsiaon creer Easy Peel Address Labels 


Before printing, insert labels in your printer's manual feeder. 


Print Options... E-postage Properties... 


Cancel 





1 Complete Steps 1 to 3 in this section to display the Labels tab in the Envelopes and 
Labels dialog box. 


J Select Single label (© changes to ®). 


3 Type the row and column of the label on the label sheet that you want to use. 


Click here to display the Label Options dialog box and select the label you use (refer 
to Steps 5 to 8). 


Type the label information here. 


Click Print, and Word prints the single label. 





CHAPTER 9 
Working with Tables and Charts 


(6 z 6 Month Sales Figures for 2A- bA formating doce - Word (Trish) 
Home insert Dengn Layout References Maling Rewew View 


Hedder Row First Column 


Total Row Lait Coluenn ODABA > nt + + 
tee weer Border: Border 
¥ Banded Rows | Banded Columa = - Wl Per Cotor- > 
= ~mm ieis Pënter 


Tabie Style Option: 


I Modify Tabie Syte 
P Clear 


(i New Tabie Syte 





Do you want to keep the information in your Word document easy to read? The answer 
may very well be to add a table to contain your data. In this chapter, you learn how to 
create and work with tables in Word. 


Create a Table 

Change the Row Height or Column Width 
Move a Table 

Resize a Table 

Add or Delete a Row 

Add or Delete a Column 


Set Cell Margins 

Add Space Between Cells 
Combine Cells 

Split Cells 


Split a Table 
Add a Formula to a Table 





Create a Table 


You can use tables to present data in an organized fashion. For example, you might add a 
table to your document to display a list of items or a roster of classes. Tables contain 
columns and rows, which intersect to form cells. You can insert all types of data in cells, 
including text and graphics. 


To enter text in cells, click in the cell and then type your data. As you type, Word wraps 
the text to fit in the cell. Press EJ to move from one cell to another. You can select table 
cells, rows, and columns to perform editing tasks and apply formatting. 


Create a Table 


Cleaning Up Weird Household Problems 


theard about different tips and tricks to use on various household problems. Some 
, ork, some don'twork And some may sound so weird that you roll your ayes and 
wasvunt them akogether. The followingtips and tricks may seem very strange to you, but 


they all work wonderfully! 


-0 





Insert a Table 
© Click in the document where you want to insert a table. 
27 Click the Insert tab. 


© Click the Table button. 
O word displays a table grid. 


table first.docs - Woed (Tris!) 
met Deign byos References  Mailingi Ted me what you want t 
— r) r DP senate - al è 
oj R O Sma Boer Ww P C _) Meader 
— s nd vit - : O footer- 


~ s O ¢ 4 Whee Ò nk 
Tibie Picture; Orne Drapes m rs 2 My Add-ins + Waipeda rine Linki Comment > ©, N E 
s Pictures ° Be reENsnG Video . ) Page Number Box 


aose Meow Comments Header & Foote 
Og i 2 s 

OW 
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Cleaning Up Weird Household Problems 


Tọ Excel Spreadsheet } heard about different tips and tricks to use on various household problems. Some 

, Ork some don'twork And some may sound so weird that you roll your eyes and 
wweovuntthem akogether. The followingtips and tricks may seem very strange to you, but 
they all work wonderfully! 


Oe 





0 Slide the mouse (i) across the squares that represent the number of rows and columns 
you want in your table. 


O word previews the table as you drag over cells. 


5) Click the square representing the lower right corner of your table. 


table firit docx - Word (Thal) 


met Deign «= Layout References Mailingy 


J 5 D Senate ) Header + 

[1 | d| y l ESG a œ L 

"S rik ~ al Chart - K O footers 

Pages Table Picture; Ondine Drapes By Addins + Wiipedis Oräne lini Comment 
f shot» y s *) Page Numbti * 

° ra Pictures © «@e <TeeNShO Video . age Number Bex 
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Cleaning Up Weird Household Problems 


You've heard about differenttips and tricks to use on various household problems. Some 
may work, some don’t work And some may sound so weird that you roll your eyes and 
discountthem akogether, The followingtips and tricks may seem very strange to you, but 
they all work wonderfully! 


an on your carpet eee E the area with warm water as soon as 
posable 


(Blood on yourcarpe| Me | SCS 





The table appears in your document. 


© Table Tools appear on the Ribbon. 


Q Click in a table cell and type information. 


Oif necessary, Word expands the row height to accommodate the text. 


You can press 3 to move the insertion point to the next cell. 


table firit docx - Word (Tms) 


Rryores V 
{1 nr 


E spite Ror 


he Spit Table pon Autofit = 


© ? 


Cleaning Up Weird Household Problems 


You've heard about different tips and tricks to use on various household problems. Some 
may work, some don'twork And some may sound so weird that you roll your eyesand 
discountthem akogether. The followingtips and tricks may seem very strange to you, but 
they all work wonderfully! 


+ 


Alcohol on your carpet Sponge the area with warm water ss soon as 
posable 
Blood on your carpet 








Delete a Table 

© Click anywhere in the table you want to delete. 
& Click the Table Tools Layout tab. 

© Click Delete. 

© Click Delete Table. 


Word removes the table and its contents from your document. 





Can I add rows to a table? 


Yes. To add a row to the bottom of the table, place the insertion point in the last cell and 
press ©. To add a row anywhere else, use the buttons in the Rows & Columns section 
of the Layout tab. 


What, exactly, is a table cell? 


Cell refers to the intersection of a row and a column. In spreadsheet programs, columns 
are named with letters, rows are named with numbers, and cells are named using the 
column letter and row number. For example, the cell at the intersection of Column A and 
Row 2 is called A2. 





Change the Row Height or Column Width 


You can change the height of rows or the width of columns to accommodate your table 
information. Be aware that Word changes row height automatically to accommodate 
information but leaves column width unchanged unless you take action to change a 
column’s width. Most people change row height or column width to improve the 
appearance of their table. 


You cannot change either row height or column width unless you work in Print Layout 
view or Web Layout view, so use the buttons on the status bar to switch to one of these 
views before you try to change row height or column width. 


Change the Row Height or Column Width 








Kiew Geidines T 


Cleaning Up Weird Household Problems 
You've heard about differenttips and tricks to use on various household problems. Some 
may work, some don't work. And some may sound so weird that you roll your eyes and 


discountthem akogether. The followingtips and tricks may seem very strange to you, but 
they all work wonderfully! 


Problem Solution 
Alcohol on your carpet Sponge the area with warm water as soon a 
posable 
| Blood on your carpet, 


ó 


Change the Row Height 














© Click the Print Layout button (Œ) or the Web Layout button (Œ). 
© Position the mouse over the bottom of the row you want to change (J changes to +). 


© Drag the row edge up to shorten or down to lengthen the row height. 


© A dotted line marks the proposed bottom of the row. 


O When the row height suits you, release the mouse button. 
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Cleaning Up Weird Household Problems 


You've heard about differenttips and tricks to use on various household problems. Some 
may work, some don't work. And some may sound so weird that you roll your eyes and 
discountthem akogether. The followingtips and tricks may seem very strange to you, but 
they all work wonderfully! 


Alcohol on your carpet Sponge the area with warm water as soon as 
posable. 
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Cleaning Up Weird Household Problems 


You've heard about differenttips and tricks to use on various household problems. Some 
may work, some don’t work And some may sound so weird that you roll your eyes and 
discountthem akogether, The followingtips and tricks may seem very strange to you, but 
they all work wonderfully! 


Alcohol on your carpet 1 | Sponge the area with warm water as soon as 
possible. 
sirname kamħ 





Change the Column Width 


© Position the mouse over the right side of the column you want to change (J changes to 
+H). 


2] Drag the column edge right to widen or left to narrow the column width. 


© A dotted line marks the proposed right side of the column. 


© Release the mouse. 


AaBbCel AaBbCel AaBoC: AaBbCel - 


TNomal | E Ne Spe Heading! He 


Cleaning Up Weird Household Problems 


You've heard about differenttips and tricks to use on various household problems. Some 
may work, some don't work And some may sound so weird that you roll your eyes and 
discountthem akogether, The followingtips and tricks may seem very strange to you, but 
they all work wonderfully! 


+ 


Alcohol on your carpet =)“ with warm water as soon as possible. 
Blood on your carpet 








O word adjusts the column width. 


Note: For any column except the rightmost column, changing a column’s width also 
changes the width of the column to its right, but the overall table size remains constant. 
When you change the width of the rightmost column, you change the width of the entire 
table. 


I tried to change the row height, but the mouse pointer did not change, 
and I could not drag the row. What did I do wrong? 
You can change row height only when displaying your document in either Print Layout 


view or Web Layout view. Make sure you select one of those views by clicking & or Œ. 
See Chapter 3 for more on understanding document views and switching between them. 


Can I easily make a column the size that accommodates the longest item 
in it? 


Yes. Double-click the right edge of the column. Word widens or narrows the column 
based on the longest entry in the column and adjusts the overall table size. 





Move a Table 


You can move a table to a different location in your document. You might discover, for 
example, that you inserted a table prematurely in your document and, as you continue to 
work, you decide that the table would better help you make your point if you move it to a 
location farther down in your document. You do not need to reinsert the table and reenter 
its information; instead, move it. 


Make sure that you are working from Print Layout or Web Layout view; you can use the 
buttons on the status bar or on the View tab to switch views if necessary. 


Move a Table 


Cleaning Up Weird Household Problems 


You've heard about differenttips and tricks to use on various household problems, Some 
may work some don’twork And some may sound sọ weird that you roll your eyes and 
discount them akogether. The following tips and tricks may seem very strange to you, b 


they all work wonderfully! 





“Problem | Solution 





Alcohol on your carpet Sponge the sarea with warm water as soon as possible 
p 





Blood on your carpet 





© Click the Print Layout button (Œ) or the Web Layout button (Œ). 


© Position the mouse (I) over the table. 


© A table selection handle (=) appears in the upper left corner of the table. 


Tabie Toor 
Magn Layout 


AaBbCel AabbCel 
T TNo % 


Cleaning Up Weird Household Problems 


You've heard about differenttips and tricks to use on various household problems. Some 
may work, some don'twork And some may sound sọ weird that you roll your eyes and 
discountthem akogether. The following tips and tricks may seem very strange to you, but 
they all work wonderfully! 





Problem Solution 


Alcohol on your carpet | Sponge the area with warm water as soon as possible 








Blood on your carpet 





© Position the mouse over the table selection handle (+); (J changes to *:). 
O Drag the table to a new location (*: changes to ++). 
O A dashed line represents the proposed table position. 


5] Release the mouse button. 
The table appears in the new location. 


To copy the table, perform these steps but press and hold @¥) in Step 3. 


Resize a Table 


If your table dimensions do not suit your purpose, you can resize the table from Print 
Layout view or Web Layout view. For example, you may want to resize a table to make it 
longer and narrower, especially if your table is small; in that case, you could reduce the 
space occupied by the table and wrap text in your document around it using the Table 
Properties box. 


Resize a Table 


AaBbCel AaBbCel 
T Norra T Ne Spo 


Cleaning Up Weird Household Problems 


You've heard about different tips and tricks to use on various household problems. Some 
may work, some don’twork And some may sound so weird that you roll your eyes and 
discountthem akogether. The followingtips and tricks may seem very strange to you, but 
they all work wonderfully! 
l 
Problem Solution 








Alcohol on your carpet Sponge the area with warm water as soon as posable 


Blood on your carpet 2) 











t > - t + 


a] Click the Print Layout button (Œ) or the Web Layout button (Œ). 


© Position the mouse (I) over the table. 


© A handle (2) appears in the lower right corner of the table. 


AaBhCel AaBbCel 
Thomai IEN 


Cleaning Up Weird Household Problems 


You've heard about different tips and tricks to use on various household problems. Some 
may work, some don't work And some may sound so weird that you roll your eyes and 
discountthem akogether. The followingtips and tricks may seem very strange to you, but 
they all work wonderfully! 





Alcohol on Sponge the area with warm water as soon 
your carpet as posable. 





Blood on your 
carpet ~ 





© Position the mouse over the handle (I changes to %,). 

© Drag up, down, left, right, or diagonally to adjust the table’s size (*, changes to +). 
Note: Dragging diagonally simultaneously changes the table width and height. 

© The table outline displays the proposed table size. 


& Release the mouse button to change the table’s size. 


Note: On the Table Tools Layout tab, you can click Properties to control how text wraps 
around the outside of your table. 


Add or Delete a Row 


You can easily add rows to accommodate more information or remove rows of 
information you do not need. Word automatically adds rows to the bottom of a table if you 
place the insertion point in the last table cell and press ©. If you accidentally insert an 
extra row at the bottom of the table, you can delete it. If you need additional rows in the 
middle of your table to accommodate additional information, you can insert extra rows. 


To add a new first row to your table, see the first tip at the end of this section. 


Add or Delete a Row 


AaBbCe] AaBbCcl AaBt 


Cleaning Up Weird Household Problems 


You've heard about different tips and tricks to use on various household problems, Some 
may work some don'twork And some may sound so weird that you rollyour eyes and 
discountthem akogether. The followingtips and tricks may seem very strange to you, but 
they all work wonderfully! 





Problem T Solution 


Alcohol on your carpet | Sponge the area with warm water at soon às 
| posable, 
+ 








Blood on your carpet | Sponge the stain with cold water and pat dry 
| Repeat until the stain fades 

Cigarette burns on your carpet | Rub the mark with fine sandpaper to remove the 
| charred fibers Then, make a mild detergent solution 
| and drip it dowly onto the stain, rub gerzly with a 
| clean cloth. Leave for 5 minutes, then sponge it off 
| with a solution made of 2 tablespoons borax to 2 
| cups water 

Gilt picture frames | Mix 1 egg white with 1 teaspoon bicarbonate of 
| soda and sponge the surface 
| Scrub with washing soda and hot water, then rinse 
| and dry. if sained, rub with lemon juice and salt, 








Add a Row 


© Slide Į outside the left edge of the row below where you want a new row to appear. 


A) I changes to 4l and a plus sign (®) attached to a pair of horizontal lines that span the 
width of the table appears. 


O ciko. 
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Cleaning Up Weird Household Problems 


You've heard about different tips and tricks to use on various household problems. Some 
may work some don’twork And some may sound so weird that you roll your eyes and 
discountthem akogether. The followingtips and tricks may seem very strange to you, but 


they all work wonderfully! 
+ 


Alcohol on your carpet Sponge the area with warm water as soon as 
poswble. 

Blood on your carpet Sponge the sain with cold water and pat dry. 
Repest until the stain fades. 


Cigarette burns on your carpet Rub the mark with fine sandpaper to remove the 
charred fibers Then, make a mild detergent solution 
and drip it dowly onto the tain, rub gently with a 
clean cloth, Leave for 5 minutes, then sponge it off 
with a solution made of 2 tablespoons borax to 2 
Suns water, 





© word inserts a row above the row you identified in Step 1 and selects it. 


When you slide the mouse away from the row, ® disappears. You can click in the row 
to add information to the table. 


table doce - Word (Trial) 


met Deign kaost References Mailings Review 


A Select» EÉ ryw Trbte | t ient Below ergh Ce 7 FE ps Az A Ba fepest herder! 
GiiView Gatines [^ Erne x ert Left fet Spit Celts Baw 5 BS m — Z ot Convert to Tot 
Delete bie afer Tet 


- as sed Cel Sot 
TE Propere: = Above =r ertRight F Spit Table «= pay Austof it Direction Margins fe Formule 
Table Delete Celts ` Merge e Gare ronment Date 


BS Delete Column | a = ‘ r 
IK Delete Bows <&y 
IR Delete Table 


Cleaning Up Weird Household Problems 


You've heard about differenttips and tricks to use on various household problems. Some 
may work, some don't work And some may sound so weird that you roll your eyes and 
discountthem akogether, The followingtips and tricks may seem very strange to you, but 
they all work wonderfully! 


Alcohol on your carpet Sponge the area with warm water as soon as 
posable. 

Blood on your carpet Sponge the stain with cold water and pat dry. 
Repeat until the stan fades. 


Rub the mark with fine sandpaper to remove the 
charredfibers Then, make amild detergent solution 
and drip it dowly onto the stain, rub gertly with a 
clean cloth Leave for $ minutes, then sponge it off 
with a solution made of 2 tablespoons borax to 2 





Delete a Row 


© Click anywhere in the row you want to delete. 


@ Click the Table Tools Layout tab. 
© Click Delete. 


4) Click Delete Rows. 
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Cleaning Up Weird Household Problems 


You've heard about differenttips and tricks to use on various household problems. Some 
may work, some don't work And some may sound so weird that you roll your eyes and 
discountthem akogether, The following tips and tricks may seem very strange to you, but 
they all work wonderfully! 











Alcohol on your carpet Sponge the area with warm water asso0n as 
posable 

Blood on your carpet Sponge the stain with cold water and pat dry. 
Repeat until the stan fades 

Cigarette burns on your carpet Rub the mark with fine sandpaper to remove the 
charredfibers Then, make amild detergent solution 
and drip it dowly orto the stain, rub gently with a 
clean cloth Leave for 5 minutes, then sponge it off 
with a solution made of 2 tablespoons borax to 2 
cups water. 

It picture frames Mix 1 egg white with 1 teaspoon bicarbonate of 

soda and sponge the surface. 





How can I insert a new first row in my table? 


Place the insertion point anywhere in the first table row. Click the Layout tab and then 
click Insert Above. 


Can I delete more than one row at a time? 


Yes. Select the rows you want to delete and perform Steps 2 to 4 in the subsection 
“Delete a Row.” To select the rows, position the mouse (41) outside the left side of the 
table. Drag to select the rows you want to delete. The same approach works for inserting 
rows; select the number of rows you want to insert before you begin. 





Add or Delete a Column 


You can add or delete columns to change the structure of a table to accommodate more or 
less information. If you need additional columns in the middle of your table, you can 
insert extra columns. If you insert too many extra columns, you can delete those columns, 
too. When you add columns, Word decreases the size of the other columns to 
accommodate the new column but retains the overall size of the table. 


Add or Delete a Column 
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Cleaning Up Weird Household Problems 


You've heard about differenttips a to use on various household problems. Some 
may work, some don't work And s sound so weird that you rollyour eyes and 
discount them akogether, The follow ps andtricks may seem very strange to you, but 
they all work wonderfully! 








+, 
Problem Voition 


L 
Alcohol on your carpet Sponge the area with warm water as soon as 
posable 





EE 
Blood on your carpet Sponge the stain with cold water and pat dry 
| Repeat until the tæn fades 
Cigarette burns on your carpet Rub the mark with fine sandpaper to rem ove the 
charredfibers Then, make amild detergent solution 
and drip it dowly onto the stain, rub gently with a 
clean cloth Leave for $ minutes, then sponge it off 
with a solution made of 2 tablespoons borax to 2 
L cups water 
Galt picture frames Mix 1 egg white with 1 teaspoon bicarbonate of 
soda and sponge the surface 
Enamel Scrub with washing soda and hot water, then rinse 
and dry. if tained, rub with lemon juice and salt, 

















Add a Column 


Note: If you need to add a column to the left side of your table, click anywhere in the first 
column and, on the Table Tools Layout tab, click the Insert Left button. 


© Slide the mouse (J) outside the top edge of the column to the left of the column you 
want to add. 


AL I changes to [ and a plus sign (®) attached to a pair of vertical lines that span the 
height of the table appears. 


0 ciko. 
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Cleaning Up Weird Household Problems 


You've heard about differenttips and tricks to use on various household problems. Some 
may work, some don't work And sorg B ound so weird that you roll your eyes and 
discountthem akogether, The follow’ andtricks may seem very strange to you, but 
they all work wonderfully! 


Alcohol on your carpet 
Blood on your carpet 

water and pat dry. Repeat until 

the stain fades. 


| Problem | Selvin S 

Cigarette burns on Rub the mark with fine 

your carpet sandpaper to remove the 
charred fibers Then, make a 

mild detergent solution and drip 

it dowly onto the sain, rub 
gently with a clean cloth Leave 
for 5 minutes, then sponge it off 
with a solution made of 2 
tablaspsans borax to 2 cups 


© Word inserts a new column in the table to the right of the column you identified in Step 
1 and selects the new column. 


es | the ares with warm 
water os soon es | 
Sponge the stain with cold 





Note: Word maintains the table’s overall width. 


You can click in the column to add text to it. 
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Cleaning Up Weird Household Problems 


You've heard about differenttips and tricks to use on various household problems. Some 
may work, some don't work And some may sound so weird that you roll your eyes and 
discountthem akogether, The followingtips and tricks may seem very strange to you, but 


they all work wonderfully! 


ee | the area with warm 
water os s00n as ee | 
Sponge the stain with cold 


Alcohol on your carpet 
Blood on your carpet 

water and pat dry. Repeat until 

the sain fades. 


[Problem Bolton 

Cigarette burns on Rub the mark with fine 

your carpet sandpaper to remove the 
charred fibers Then, make a 
mild detergent solution and drip 
it dowly onto the stain, rub 
gently with æ clean cloth Leave 
for Sminutes, then sponge it off 
with a solution made of 2 
tabiaspoans borax to 2 cups 


Delete a Column 





© Click anywhere in the column you want to delete. 
2) Click the Table Tools Layout tab. 
© Click Delete. 


4) Click Delete Columns. 
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Cleaning Up Weird Household Problems 


You've heard about d ttips and tricks to use on various household problems. Some 
may work, some do And some may sound so weird that you roll your eyes and 
discount them akog 4 following tips and tricks may seem very strange to you, but 
they all work wonder I 


Problem (f) koien 
Alcohol on yoUrtarpet | Sponge the area with warm 
Blood on your carpet Sponge the stain with cold 
| water and pet dry, Repeat until 
the stain fades 


Cigarette burns on Rub the mark with fine 

your carpet sandpaper to remove the 
charred fibers Then, make a 
mild detergent solution and drip 
it dowly onto the sain, rub 
gently with a clean cloth. Leave 
for Sminutes, then sponge it off 
with a solution made of 2 
tablespoons borax to 2 cups 








© Word removes the column and any text it contained from the table. 


© The insertion point appears in the column to the right of the one you deleted. 


Word does not resize existing columns to use the space previously occupied by the 
deleted column. 





Is there a way I can easily enlarge a table to fill up the space between the 
left and right margins after deleting a column? 


AutoFit Contents 
AutoFit Window 


Fixed Column Width 


Yes. Click anywhere in the table. Then, click the Table Tools Layout tab, click AutoFit 
in the Cell Size group, and then click AutoFit Window (@)). The table content and 
columns readjust to fill the space. 





Set Cell Margins 


You can set margins in table cells to make table information more legible. For example, 
you might want to use the top and bottom margins of table cells to add space above and 
below text in the cells of your table. When you increase top and bottom cell margins, you 
create more space between rows of the table, making table information easier to read. You 
also can adjust left and right cell margins to add more space vertically between cells, again 
creating an easier-to-read table. When you adjust cell margins, you can have Word 
automatically adjust the cell contents within the margins. 


Set Cell Margins 


Kil View Gadin M 


TF Properde 


k 


Cleaning Up Weird Household Problems 


You've heard about differenttips and tricks to use Table Option 

may work, some don'twork And some may sound ND E A 
Top 1 it oœ 
Bottom 1] IH Bight ao 

Problem| Solution Defout cet spang 

|) Allow spacing Between celts C 


discountthem akogether, The followingtips and ti 
they all work wonderfully! 








H 4 
Alcohol on your Ce pet Sponge the 
possible, | Spend 


SSS hee 3 
Blood on your carpet Sponge the EZ Automaticaty resize to ft contents 


= Repeat unt 
Cigarette burns on your carpet f Rub the mi 5 pe Sse 
charredfibers , make amild detergent solution 
and drip it dowly onto the stain, rub gently with a 
clean cloth Leave for 5 minutes, then sponge it off 
with a solution made of 2 tablespoons borax to 2 

| cups water = 

Gilt picture frames Mix 1 egg white with 1 teaspoon bicarbonate of 

| soda and sponge the surface 











þ 4 
Enamel Scrub with washing soda and hot water, then rinse 
and dry. if gained, rub with lemon juice and salt 











© Click anywhere in the table. 
2] Click the Table Tools Layout tab. 


© Click Cell Margins. 
The Table Options dialog box appears. 


© Type margin settings here. 
© click oK. 
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Cleaning Up Weird Household Problems 


You've heard about differenttips and tricks to use on various household problems. Some 
may work, some don't work And some may sound so weird that you roll your eves and 
discountthem akogether, The following tips and tricks may seem very strange to you, but 


ae all work wonderfully! 


Alcohol on your carpet Sponge the area with warm water as soon as 
possible, 

Blood on your carpet Sponge the stain with cold water and pat dry. 
Repeat until the tain fades 


Rub the mark with fine sandpaper to remove the 
charred fibers Then, make amild detergent solution 
and drip it dowly orto the stain, rub gently with a 
clean cloth. Leave for 5 minutes, then sponge it off 
with a solution made of 2 tablespoons borax to 2 
cups water. 





© word applies cell margin settings. 


Add Space Between Cells 


You can set spacing between table cells. When you allow additional spacing between cells, 
Word applies the spacing both horizontally and vertically; you cannot allow additional 
space in only one direction. To adjust space in only one direction, adjust cell margins as 
described in the previous section, “Set Cell Margins.” When you adjust cell margins, you 
can have Word automatically adjust the cell contents within the margins. 


Add Space Between Cells 
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J Allow jprdng between celts oS 
Alcohol on your 





posable. | Optom 
Blood on your carpet Sponge the FA Automatically resize to fit contents 
Repeat unt 


Cigarette burns on your carpet Rub the mi 5 = 
charred fibers Then, make a mild detergent solution 
and drip it dowly onto the stain, rub gently with a 
clean cloth Leave for 5 minutes, then sponge it off 
with a solution made of 2 tablespoons borax to 2 
cups water 

Gilt picture frames Mix 1 egg white with 1 teaspoon bicarbonate of 








soda and sponge the surface 





Scrub with washing soda and hot water, then rinse 
and dry. If tained, rub with lemon juice and sait 


© Click anywhere in the table. 
© Click the Table Tools Layout tab. 


© Click Cell Margins. 
The Table Options dialog box appears. 


© Select Allow spacing between cells (O changes to ™) and type a setting for space 
between cells. 


6 click OK. 
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Cleaning Up Weird Household Problems 


You've heard about differenttips and tricks to use on various household problems, Some 
may work some don’twork And some may sound so weird that you roll your eyes and 
discountthem akogether. The followingtips and tricks may seem very strange to you, but 
they all work wonderfully! 


Rub the mark with fine sandpaper to rem ove the 
charred fibers Then, make a mild detergent 
solution and drip it dowly orto the stain, rub 
gently with a clean cloth. Leave for $ minutes, then 
sponge it off with a solution made of 2tablespoons 
borax to 2 cups water. 


Mix 1 egg white with 1 teaspoon bécarbonste of 
soda and sponge the surface. 


© word adds space between cells. 


Sgn 
P find = 
È Replace 
te Setece = 





Combine Cells 


You can combine two or more cells to create one large cell in which you can store, for 
example, a table title. Word uses the term merge for this function. 


You cannot add a single cell to a table; you must add either a row or a column. To create a 
single cell that stores a table title, insert a table row as described in the section “Add or 
Delete a Row,” earlier in this chapter. Then use the steps in this section to combine the 
cells of that row into a row that contains one cell that spans the width of the table. 


Combine Cells 
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Cleaning Up Weird 
Household Problems 


Problem 








Alcohol on your carpet Sponge the area with warm water as soon as posable 


Blood on your carpet Sponge the stain with cold water and pat dry. Repeat until 
the sain fades 


| Cigarette burns on your carpet | Rub the mark with fine sandpaper to remove the charred 
fibers. Then, make a mild detergent solution and drip it 
slowly onto the tain, rub gently with a clean cloth Leave 
for S minutes then sponge it off with a solution made of 2 


tablespoons borax to 2 cups water 
Gilt picture frames Mix i egg white with 1 teaspoon bicarbonate of soda and 
Onge the surface 
Serub with washing sods and hot water, then rinse and dry 
if stained, rub with lemon juice and salt, then rinse and dry 


Cloth book covers To remove greasy finger marks, rub with sale bread or a 
soft India eraser 








a] Slide the mouse inside and at the left edge of the first cell you want to merge (I 
changes to a). 


@ Drag the mouse (a) across the cells you want to merge to select them. 
© Click the Table Tools Layout tab. 
© Click Merge Cells. 
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Cleaning Up Ho 


Sponge the area with warm water as soon as possible 


Blood on your carpet Sponge the stain with cold water and pat dry. Repeat until 
the stain fad 


Cigarette burns on your carpet | Rub the mark with fine sandpaper to remove the charred 
fibers. Then, make a mild detergent solution and drip it 
dowly onto the tain, rub gently with a clean cloth Leave 
for S minutes, then sponge it off with a solution made of 2 
tablespoons borax to 2 cups water. 

Vo | Mix 1 egg white with 1 teaspoon bicarbonate of soda and 
sponge the surface. 
— O | Serub with washing soda and hot water, then rinse and dry. 


If stained, rub with lemon juice and salt, then rinse and dry. 


To remove greasy finger marks, rub with stale bread or a 
soft India eraser. 





© Word combines the cells into one cell and selects that cell. 
To center a table title, see the section “Align Text in Cells,” later in this chapter. 


You can click anywhere to cancel the selection. 


Split Cells 


You can split one cell into two or more cells. Splitting a cell can be advantageous if you 
find that you have more information in one cell than you want. By splitting the cell, you 
can make room for additional information. 


You can split any cell; you are not limited to splitting a cell that you previously merged. 
When you split a cell, the new cells that you create can span one row, one column, or 
multiple rows and columns. 


Split Cells 
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Cleaning Up Weird Household Problema 


Alcohol on your carpet Sponge the are warm WETET SS SOCH BS POSHOTe 


Blood on your carpet Sponge the stain with cold water and pat dry. Repeat until 
| the stain fades 

Cigarette burns on your carpet | Rub the mark with fine sandpaper to remove the charred 
fibers. Then, make a mild detergent solution and drip it 
slowly onto the stein, rub gently with a clean cloth Leave 
for S minutes, then sponge it off with a solution made of 2 
| tablespoons borax to 2 cups water. 


Galt picture frames Mix 1 egg white with 1 teaspoon bicarbonate of soda and 


onge the au 

42ponge * 

Enam ef Serub a and hot water, then rinse and dry 
| If stained, rub mon juice and salt, then rinse and dry 
+ iv 


Cloth book covers To remove greasy finger marks, rub with stale bread or a 
_| soft India eraser. 

















© Click anywhere in the cell you want to split. 
© Click the Table Tools Layout tab. 


© click split Cells. 
The Split Cells dialog box appears. 


© Type the number of columns and rows into which you want to split the cell here. 


6 click OK. 
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i p Weird Household Problems 
Solution 


Sponge the area with warm water as soon as possible. 


Sponge the stain with cold water and pat dry. Repeat until 
the stain fades. 


Cigarette burns on your carpet | Rub the mark with fine sandpaper to remove the charred 
fibers. Then, make a mild detergent solution and drip it 
slowly onto the stein, rub gently with a clean cloth Leave 
for S minutes then sponge it off with a solution made of 2 
tablespoons borax to 2 cups water. 





© word splits and selects the cell. 


Split a Table 


You can split one table into two. This feature is useful if you discover, after entering 
information in a table, that you should have created separate tables. 


Suppose, for example, that you are putting together a table of methods one can use to 
clean up common household stains. Initially, you create one table for all the stains, but 
after working awhile, you realize that the information might be more useful if you create 
one table that covers cleaning up liquid stains and another table that addresses cleaning up 
dry stains. You can split the table. 


Split a Table 


>» Select « 
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[Cleanin Up Weird Household Problems 


Problem | Solution 


Alcohol on your carpet Sponge the area with warm water as soon as 
possible. 
$ 

Blood on your carpet Sponge the staen with cold water and pat dry, 
Repeat until the tain fades 


Cigarette burns on your | Rub the mark e sandpaper to remove 
carpet the chap n make a mild detergent 
solution and di Owly onto the stain, rub 


gently with a clean cloth. Leave for 5 minutes, 
then sponge it off with a solution made of 2 
tablespoons borax to 2 cups water P 
Gilt picture frames Mix 1 egg white with I teaspoon bicarbonate of 
soda and sponge the surface 





kii 
Enamel T scrub with washing soda and hot water, then 
rinse and dry. If stained, rub with lemon juice 


and salt, then rinse and dry 
Cloth book covers To remove greasy finger marks, rub with stale 
bread or a soft Inda eraser 

















© Position the insertion point anywhere in the row that should appear as the first row of 
the new table. 


© Click the Table Tools Layout tab. 
© click split Table. 
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Cleaning Up Weird Household Problems 


Alcohol on your carpet | Sponge the area with warm water as soon as 
possible. 


Blood on your carpet Sponge the tæn with cold water and pat dry. 
Repeat until the 2ain fades 


Cigarette burns on your | Rub the mark with fine sandpaper to remove 

carpet the charredtibers. Then, make a mild detergent 
solution and drip it dowly onto the stain, rub 
gently with a clean cloth. Leave for Sminutes, 
then sponge it off with a solution made of 2 

pons borax to 2 ¢ 


Scrub with washing soda and hot water, then 
rinse and dry, If stained, rub with lemon juice 


and salt, then nns and dry. 


Cloth book covers To remove greasy finger marks, rub with stale 
bread or a soft India eraser 





O word separates the table into two tables. 
O The insertion point appears between the tables. 


© Because the insertion point is not resting in a table cell, Table Tools no longer appear 
on the Ribbon. 


Add a Formula to a Table 


You can place a formula in a cell and let Word automatically do the math for you. Word 
generally suggests the correct formula for the situation and can calculate a variety of 
values. For example, Word can sum or average values, identify a maximum or minimum 
value, and count the number of values in a selected range, among other functions. 


Add a Formula to a Table 


6 Month Sales Figures for 2016 


(in Thousands) 
Fetewary March 





© In a table containing numbers, click in a cell that should contain a formula. 
@ Click the Table Tools Layout tab. 
© Click Formula. 
The Formula dialog box appears, suggesting a formula. 
© You can click v to select a number format. 


Q You can click ~v to select a different formula. 


@ click OK. 
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6 Month Sales Figures for 2016 
(in Thousands) 
January Fetewary March April 
Widgets 127 1% 145 
Gadgets 149 163 179 


Sedgets 165 189 23 
Total Sales 





O word places the formula in the cell containing the insertion point and displays the 
calculated result of the formula. 


If you change any of the values in the row or column that the formula calculates, you 
can click in the cell containing the formula and press {= to update the formula result. 


Align Text in Cells 


To make your text look more uniform, you can align text or numbers with the top, bottom, 
left, right, or center of cells. By default, Word aligns table entries at the top left edge of 
each cell. But, in some cases, Word’s default alignment is not appropriate for the data you 
are presenting. 


For example, many people prefer to center the title of a table in its cell. And most people 
want values to align along the right side of the cell, especially if the total of the values 
appears in the table. 


Align Text in Cells 
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Alcohol on your carpet Sponge the area with warm water as soon as possible 





f Blood on your carpet | Sponge the stain with cold water and pet dry. Repeat until 
the stain fades. 

Cigarette burns on your carpet | Rub the mark with fine sandpaper to remove the charred 
fibers Then, make a mild detergent solution and drip it 
slowly orto the stein, rub gently with a clean cloth. Leave 
for Sminutes, then sponge it off with a solution made of 2 
| tablespoons borax to 2 cups water 

Galt picture frames Mix | egg white with 1 teaspoon bicarbonate of soda and 
| sponge the surface 

Enam et Scrub with washing soda and hot water, then rinse and dry 
if tained, rub with lemon juice and salt, then rinse and dry 
Cloth book cowers To remove greasy finger marks, rub with stale bread or a 
| soft Inda eraser 

















© Click in the cell you want to align. 


You can position the mouse over the left edge of the cell whose alignment you want to 
change (I changes to a) and drag to select multiple cells. 


© Click the Table Tools Layout tab. 


© Click an alignment button. 


This example uses the Align Center button (€) to align a title vertically and 
horizontally in a cell. 
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Sponge the area with warm water as soon as posable. 


| 


Blood on your carpet Sponge the stain with cold water and pat dry. Repeat until 
the sain fades. 


Cigarette burns on your carpet | Rub the mark with fine sandpaper to remove the charred 
fibers. Then, make a mild detergent solution and drip it 
slowly onto the stein, rub gently with a clean cloth, Leave 
for Sminutes, then sponge it off with a solution made of 2 
tablespoons borax to 2 cups water 
Mix t egg white with 1 teaspoon bicarbonate of soda and 

ponge the surface. 


if gained, rub with lemon juice and salt, then rinse and de 
soft Inda eraser. 





© Word selects the text and aligns it accordingly in the cell. 


You can click anywhere to cancel the selection. 


Add Shading to Cells 


You can add shading to cells to call attention to them. Shading adds depth to drawings, 
and can improve the appearance of a table if you apply it properly. For example, you 
might want to shade a table title or table column or row headings, or both title and 
headings to help ensure that the reader will notice them and better understand the table 
content. 


Be careful not to apply too much shading or too dark a shade, which can make text 
unreadable. 


Add Shading to Cells 
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Weird Household Problems & =- 


Alcohol on your carpet Sponge the area with warm water as soon as possible. 





| Blood on your carpet | Sponge the stain with cold water and pet dry. Repeat until 

the @ain fades 

Cigarette burns on your carpet | Rub the mark with fine sandpaper to remove the charred 

fibers Then, make a mild detergent solution and drip it 

slowly orto the stein, rub gently with a clean cloth. Leave 

for Sminutes, then sponge it off with a solution made of 2 

| tablespoons borax to 2 cups water 

Galt picture frames Mix | egg white with 1 teaspoon bicarbonate of soda and 

1 sponge the surface 

Enam et Scrub with washing soda and hot water, then rinse and dry 
if tained, rub with lemon juice and salt, then rinse and dry 

Cloth book cowers To remove greasy finger marks, rub with stale bread or a 

| soft Inda eraser 

















a] Click anywhere in the cell to which you want to add shading. 


® You can position the mouse over the left edge of any cell (1 changes to a) and drag to 
select multiple cells. 


@ Click the Table Tools Design tab. 


3] Click ~ on the Shading button. 
O The Shading gallery appears. 


You can position the mouse (J) over a color, and Live Preview displays a sample of the 
selected cells shaded in the proposed color. 


4) Click a color. 
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Alcohol on your carpet Sponge the area with warm water as soon as possible. 


Blood on your carpet Sponge the stain with cold water and pat dry. Repeat until 
the sain fades 


Cigarette burns on your carpet | Rub the mark with fine sandpaper to remove the charred 
fibers. Then, make a mild detergent solution and drip it 
slowly onto the stein, rub gently with a clean cloth, Leave 
for Sminutes, then sponge it off with a solution made of 2 
tablespoons borax to 2 cups water 

a O Mix t egg white with 1 teaspoon bicarbonate of soda and 
ponge the surface. 

E earns | 
if gained, rub with lemon juice and salt, then rinse and dry. 
soft Inda eraser. 





© word applies the shading to the selected cells. 


You can click anywhere outside the cells to continue working. 


Change Cell Borders 


You can change the appearance of cell borders. By default, Word displays the borders that 
separate each cell to help you enter information into a table and to help your reader read 
the table’s information. You might want to change the appearance of the borders 
surrounding selected cells to call attention to them. 


You can select a border style, which applies a predetermined line style, weight, and color, 
or you can manually select these characteristics. And you can apply your selection to 
individual borders using the Border Painter tool or to an entire cell using the Borders tool. 


Change Cell Borders 


Theme Borders 
4 


Recently Used Borders 





Problem Solution 


f- +—~ 
Alcohol on your carpet Sponge the area with warm water as soon as possible. 








f Blood on your carpet ji Sponge the stain with cold water and pat dry. Repeat until 
es EE -e 
Cigarette burns on your carpet | Rub the mark with fine sandpaper to remove the charred 
fibers. Then, make a mild detergent solution and drip it 
slowly onto the stain, rub gently with a clean cloth Leave 


for S minutes, then sponge it off with a solution made of 2 
tablespoons borax to 2 cups water 
e frames Mix t egg white with 1 teaspoon bicarbonate of soda and 
s$ 
| sponge the surface 
Enamel Scrub with washing soda and hot water, then rinse and dry 
g Y 
| if Rained, rub with lem on juice and salt, then rinse and dry 








Cloth book covers To remove greasy finger marks, rub with stale bread or a 





| soft Indis eraser. 








Paint a Border Style 
© Click anywhere in the table to display Table Tools tabs on the Ribbon. 
2] Click the Table Tools Design tab. 


© Click ~ on the Border Styles button. 


© The Theme Borders gallery appears. 
© Click a color and style. 
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Cleaning Up Weird Household 


A Sponge the area with warm water as soon as posable. 


Blood on your carpet Sponge the cain with cold water and pat dry. Repeat until 
the sain fades 


Ogarette burns on your carpet | Rub the mark with fine sandpaper to remove the charred 
fibers. Then, make amild detergent solution and drip it 
dowly onto the stain, rub gently with o clean cloth Leave 
for Sminutes, then sponge it off with è solution made of 2 


Gilt pecture frames Mix 1 egg white with 1 teaspoon bicarbonate of sods and 
sponge the surface. 

Enam et Scrub with washing soda and hot water, then rinse and dry 
H gained, rub with lemon juice and salt, then rinse and dr 











Q ly changes to Uy. 


B Slide the mouse (44) over the table border to which you want to apply the border style 
you chose in Step 4, and click the border. 


Word applies the selected border style. 


Q Repeat Step 5 for each border you want to change. 
© You can click Border Painter or press [== to stop applying the border. 
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g Up Weird Household Problems 
Solution 


Alcohol on your carpet Sponge the area with warm water as soon asposuble. 


Blood on your carpet Sponge the saen with cold water and pat dy. Repeat until 
the stain fades 


Cigarette burns on your carpet | Rub the mark with fine sandpaper to remove the charred 
fibers. Then, make a mild detergent solution and drip it 
slowly orto the stain, rub gently with a clean cloth. Leave 
for Smintes, then were it off with a solution made of 2 


Mixi E with 1 teaspoon bicarbonate of soda and 
sponge the surface 


Serub with washing sods and hot water, then rinse and dry. 
if gained, rub with lemon juice and salt, then rinse and dr 


Cloth book covers To remove greasy finger marks, rub with male bread or a 
soft India eraser. 





Manually Change Cell Borders 
© Click in the cell whose borders you want to change. 
@ Click the Table Tools Design tab. 


6 Click the Line Style ~ to display the Line Style gallery, and click the line style you 
want to apply. 


© You can repeat Step 3 using the Line Weight ~ and the Pen Color ~ to select the 
weight and color of the border line. 


Word selects the Border Painter button. 


4) Click the Border Painter button to deselect it. 








G Cleaning Up Weird Household Problems 
Problem Solution 


Alcohol on your carpet Sponge the area with warm water as soon as posable 


Blood on your carpet Sponge the sain with cold water and pet dry. Repeat until 
the stain fades. 


Cigarette burns on your carpet | Rub the mark with fine sandpaper to remove the charred 
fibers Then, make a mild detergent solution and drip it 
dowly onto the Rain, rub gently with è clean cloth. Leave 
for Sminutes, then sponge it off with a solution made of 2 
tablespoons borax to 2 cups water 

Giit picture frames Mix 1 egg white with 1 teaspoon bicarbonate of soda and 

a ol uinneanan 

Enamel Scrub with washing soda and hot water, then rinse and dry. 
If gained, rub with lemon juice and salt, then rinse and dr 


Cloth book covers To remove greasy finger marks, rub with stale bread or a 
soft India eraser 








(5) Click ~ on the Borders button to display the Borders gallery. 
Q Click the type of border to apply. 
This example uses Outside Borders. 


O word applies the border using the selected line style, weight, and pen color to the 
selected cells. 





How can I remove borders from table cells? 


Click in the cell whose borders you want to remove. Click the Design tab. Click ~ on the 


Borders button and then click No Border. Word removes the borders from the table 
cells and replaces them with dotted gridlines, which do not print. 


Format a Table 


You can easily apply formatting to your tables by using the table styles found in the Table 
Styles gallery on the Design tab. Earlier sections in this chapter show you how to apply 
shading and borders to your table. Each table style in the Table Styles gallery contains its 
own unique set of formatting characteristics, and when you apply a table style you 
simultaneously apply shading, color, borders, and fonts to your table. You also can set 
table style options that add a header row or a total row, emphasize the table’s first column, 
and more. 


Format a Table 


May 


146 
1% 
160 
521 





© Click anywhere in the table. 
2] Click the Table Tools Design tab. 


7 Click the More button (=) in the Table Styles group. 
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© The Table Styles gallery appears. 


© Position the mouse ({») over a table style. 
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O Live Preview displays the table in the proposed table style, using the style’s fonts, 
colors, and shading. 


B Repeat Step 4 until you find the table style you want to use. 


Q Click the table style you want to use. 


6 Month Sales Figures for 2016 
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© word displays the table in the style you selected. 


How can I remove a table formatting design? 


You have a few options. If you just applied the formatting, you can click the Undo 
button (© -). However, if you performed other actions since applying the table 
formatting design, perform Steps 1 to 3 in this section and then click Clear. 





Add a Chart 


You can chart data stored in a Microsoft Word 2016 document using Microsoft Excel 
2016. When you create a chart in a Word document, you supply all data for the chart in 
Excel. Although you might have a table containing the information in Word, you do not 
use the information in that table to create the chart. 


If your Word document contains a table and you choose to chart that data, remember that 
the chart you create is completely independent of the table. You could easily delete either 
the chart or the table and the other element remains unaffected. 


Add a Chart 


6 Month Sales Figures for 2016 


February March 





Ø Click in the document where you want a chart to appear. 
2) Click the Insert tab. 
© click Chart. 


Insert Chart 
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The Insert Chart dialog box appears. 
O Chart types appear here. 
© Click a chart type. 
© You can click a variation within a given chart type. 


6 click OK. 


OY Format Selecnon 


E Reset to Match She 








© Microsoft Excel opens, displaying sample data in the chart in a Microsoft Word 
window. 


Oa sample chart of the data appears in Word. 
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Q Change the data in Excel. 


© The chart in Word updates to reflect the changes in Excel. 


© You can close Excel without saving by clicking the Close button (x). The chart retains 
the changes you made in the Excel window. 


Can I format the chart in Word? 


Yes. When you select the chart, Word displays Chart Tools on the Ribbon and, beside the 
chart, formatting buttons: the Layout Options button (=), the Chart Elements button ( 


+), the Chart Styles button (..“), and the Chart Filters button (Y). Using either Ribbon 
tools or formatting buttons, you can select a layout and style, add and format shape 
styles and WordArt styles, set up chart and axis titles, add data labels and a data table, 
and modify the legend. You also can control how text wraps around your chart, change 
the color and style of your chart, and filter data from your chart to highlight select 
values. 





Chart Concepts 


When creating a chart, you have a wide variety of choices to communicate information in 
different ways. In addition to the commonly used charts listed below, you can create 
treemap, sunburst, box and whisker, and waterfall charts. A treemap chart presents data in 
a hierarchical fashion. A sunburst chart is a variation of a pie chart. A box and whisker 
chart focuses on the middle half of your data points. A waterfall chart is a variation of a 
stock chart. 


Column Charts 


A column chart shows data changes over a period of time and can compare different 
sets of data. A column chart contains vertically oriented bars. 


Line Charts 


Line charts help you see trends. A line chart connects many related data points; by 
connecting the points with a line, you see a general trend. 


Pie Charts 
® Pie 


Pie charts demonstrate the relationship of a part to the whole. Pie charts are effective 


when you are trying to show, for example, the percentage of total sales for which the 
Midwest region is responsible. 


Bar Charts 


Bar charts typically compare different sets of data and can also show data changes over 
time. A bar chart closely resembles a column chart, but the bars are horizontally 
oriented. 


Area Charts 


Area charts show data over time, but an area chart helps you see data as broad trends, 
rather than individual data points. 





XY (Scatter) Charts 


Statisticians often use an XY chart, also called a scatter chart, to determine whether a 
correlation exists between two variables. Both axes on a scatter chart are numeric, and 
the axes can be linear or logarithmic. 


Stock Charts 


Also called High-Low, Open-Close charts, stock charts are used for stock market 
reports. This chart type is very effective for displaying data that fluctuates over time. 
Waterfall charts are similar to stock charts and focus on showing increases and 
decreases in sequentially introduced positive or negative values. 


Surface Charts 


Topographic maps are surface charts, using colors and patterns to identify areas in the 
same range of values. A surface chart is useful when you want to find the best-possible 
combination between two sets of data. 


Radar Charts 


You can use a radar chart to compare data series that consist of several variables. Each 
data series on a radar chart has its own axis that “radiates” from the center of the chart 
— hence the name radar chart. A line connects each point in the series. 


Histogram Charts 


A histogram groups numeric data into bins; these charts are often used by teachers to 
depict the distribution of grades in a grading curve. 





You can use a combination of charts to help make your point. Word provides three 
predefined combination charts: a clustered column-line chart, a clustered column-—line 
on a secondary axis chart, and a stacked area—clustered column chart. If none of these 


| meets your needs, you can create your own custom combination chart. | 


CHAPTER 10 
Working with Graphics 
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You can spruce up documents by inserting a variety of graphics; the technique to insert 
graphics varies, depending on the type of graphic. You can edit graphics in a variety of 
ways using the tools that appear when you select the graphic. In this chapter, you learn 
how to edit a picture, clipart image, screenshot, WordArt drawing, shape, and text box. 


Add WordArt 

Add a Picture 

Insert an Online Picture 

Insert an Online Video 

Add a Screenshot 

Add a Shape 

Add a Text Box 

Move or Resize a Graphic 

Understanding Graphics Modification Techniques 
Understanding Text Wrapping and Graphics 
Wrap Text Around a Graphic 





Add WordArt 


WordArt is decorative text that you can add to a document as an eye-catching visual 
effect. You can create text graphics that bend and twist or display a subtle shading of 
color. You find the various WordArt options on the Insert tab of the Ribbon. 


You can create WordArt text at the same time that you create a WordArt graphic, or you 
can apply a WordArt style to existing text. After you convert text into a WordArt object, 
you can resize, move, or modify the graphic in the ways described in the section 
“Understanding Graphics Modification Techniques,” later in this chapter. 


Add WordArt 





Dog Aginy Classes 


The Phoenix Dog Sports School is pleased to announce upcoming sessions for agility asses at our brand 
new, full-sred indoor dog agity training faciity. Our new indoorfaciity offers youthe opportuntyto 
Participate in agility classes in the hot summer months in the deser in addition to working outdoors 
Guring the cooker months of the year 


We offer the following classes for dogs at all stages of developmert 


© Beginner and Novice Competition Obedience Classes 
e  FunRuns & Run Theoughs tor Agiity and Obedience 
© Open Practice for Agiity and Obedience 


You can also rent our facilty for aba@ty, obedience, and rally events. Our dedicated and knowledgeable 
aft is always availebleto help you and your dog over the next hurdle 





© Click in the document where you want to add WordArt or select existing text and 
apply WordArt to it. 


© Click the Insert tab. 
© Click the WordArt button (4 ~). 
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Dog Agity Classes 


The Phoenix Dog Sports School is pleased to announce upcoming sessions for aglity classes at Our brand 
new, full-sired indoor dog apity training facilty. Our new indoorfaciity offers youthe opportunity to 
Participate in agility classes in the hot summer months in the derert in addition to working outdoors 
during the cooker months of the yes, 


We offer the following classes for dogs at all stages of Gevelopmert 


© Beginner and Novice Competition Obedience Classes 
e Funfuns & Run Theoughs tor agity and Obedience 
© Open Practice for Agilty and Obedience 


You Can also rent our facility for abity, obedience, and rally events. Our dedicated and knowledgeable 
staff is always availableto help you and your dog over the next hurdle 





O The WordArt gallery appears. 


© Click the WordArt style you want to apply. 
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‘Dog agiay Oases 


The Phoenix Dog Sports School is pleased to announce upcoming sessions for apity Classes at our brand 
new, full-ctred indoor dog apiy training facility. Our new indoorfacity offers youthe opportunity to 
participate in agility classes in the hot summer months in the desert in addon to working outdoors 
during the cooler months of the year. 


We offer the following classes for dogs at all steges of development 


© Beginner and Novice Competition Obedience Classes 
© FunRuns $ Run Theoughs for Agtity and Obedience 
o Open Practice for Agility and Obedience 


YOu can also rent our facility for abfity, obedience, and rally events. Our dedicated and knowledgeable 
staff is always availableto help you and your dog over the next hurdle, 





Qır you selected text in Step 1, your text appears selected in the WordArt style you 
applied; otherwise, the words “Your Text Here” appear selected at the location you 
selected in Step 1. 


© Handles (©) surround the WordArt graphic. 
Q Drag the rotate handle (©) to rotate the graphic. 


O The Layout Options button (=) controls text flow as described in the section “Wrap 
Text Around a Graphic.” 


O The Drawing Tools Format tab appears on the Ribbon; you can use tools on this tab to 
format WordArt. 


5) If necessary, type text. 


@>Ddog Agility Classes Start Soon! ° 


“Dog Agiay Classes 

The Phoenix Dog Sports Schoo! is pleased to announce upcoming sessions for apiny Classes at our brand 
new, full ctred indoor dog agility training faciity, Our new indoorfaaity offers youthe opportunity to 
participate in aginy classes in the hot summer months in the desert in add@ion to working outdoors 
Guring the cooler months of the year. 


We offer the following classes for dogs at all steges of evelopment 


© Beginner and Novice Competition Obedience Classes 
e = FunRuns & Run Theoughs for Agtity and Obedience 
o «Open Practice for Agiity and Obedience 


YOu Can also rent our facility for abfity, obedience, and rally events. Our dedicated and knowledgeable 
Staff is always avaiableto help you and your dog over the next hurdle 





© Word converts the text to a WordArt graphic. 
You can click anywhere outside the WordArt to continue working. 


Note: You can move, resize, or rotate the WordArt; see the section “Move or Resize a 
Graphic.” 


Note: You can change the size of the WordArt font by selecting the WordArt text and, on 
the Home tab, selecting a different font size from the Font list in the Font group. 





Can I edit the WordArt drawing? 


Yes. Click inside the WordArt drawing. Handles (©) appear around the WordArt. Edit 
the text the way you would edit any text, deleting and changing as needed. Use the rotate 
handle (©) to rotate the WordArt drawing. 


Can I delete a WordArt drawing? 


Yes, but be aware that deleting the drawing also deletes the text. Click near the edge of 
the drawing or, if you click inside the drawing, click any handle (©) to select the 
drawing; then press E5. 





Add a Picture 


You can include a picture stored on your computer to add punch to your Word document. 
For example, if you have a photo or graphic file that relates to the subject matter in your 

document, you can insert it into the document to help the reader understand your subject. 
After you insert a picture, you can resize, move, or modify the graphic in a variety of 


ways. The section “Understanding Graphics Modification Techniques,” later in this 
chapter, describes the many ways you can edit an image or add effects to an image. 


Add a Picture 


Dog Agility Classes Start Soon! 


Dog âgity Classes 


The Phoenix Dog Sports Schoo! is pleased to announce upcoming sessions for apiny Classes at our brand 
new, full cred indoor dog agitty training faciity, Our new indoorfacity offers youthe opportunity to 
participate in apiny classes in the hot summer months in the desert in addition to working outdoors 
during the cooler months of the yes, 


We offer the following classes for dogs at all steges cf development 


© Beginner and Novice Competition Obedience Clatses 
© FunRuns & Run Theoughs for Agtity and Obedience 
e «Open Practice for Agiity and Obedience 


You can also rent our facility for abfity, obedience, and rally events. Our dedicated and knowledgeable 


staff is o help you and your dog over the next hurdle 





© Click in your document where you want to add a picture. 
@ Click the Insert tab. 
© Click Pictures. 


we J] Insert Picture 


€ v M E > ThisPC > Pictures > ER) v & Search Pictures 


Organize v New folder 


v y Quick access 
E Desktop 
Downloads 


©) Documents 


‘= Pictures 
> EF Microsoft Word 
G@ OneDrive 
> E This PC 
> > Network 


> ©& Homegroup 


Camera Roll 


Saved Pictures 





File name: 


~] All Pictures (emf; wmf;*. jpg” Y 





Tools v Cancel 





The Insert Picture dialog box appears. 


O The folder you are viewing appears here. 


O You can click in the folder list to navigate to commonly used locations where pictures 


may be stored. 


& Insert Picture 
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© Navigate to the folder containing the picture you want to add. 


© Click the picture you want to add to your document. 


Q Click Insert. 
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O The picture appears in your document, selected and surrounded by handles (©). 
Q Drag the rotate handle (@) to rotate the picture. 


O The Layout Options button (=) controls text flow around the picture as described in 
the section “Wrap Text Around a Graphic.” 


© The Picture Tools Format tab appears on the Ribbon; you can use tools on this tab to 
format pictures. 





How can I delete a picture? 





P Move the mouse over the picture. 


» X changes to *. 
J Click the picture to select it. 


P Press Z5. 


Insert an Online Picture 


In addition to pictures stored on your computer’s hard drive, you can insert a picture from 
an online source into a Word document. 


The online picture search uses Bing Image Search by default; all images you find are 
licensed under Creative Commons. To avoid violating copyright laws, exercise care in 
choosing online pictures. Make sure that they fall into the public domain or that you have 
written permission to use the picture. You can search all websites rather than just Bing 
Image Search. 


Insert an Online Picture 





© Click in your document where you want to add a picture. 


© Click the Insert tab. 


© Click Online Pictures. 





Insert Pictures 


b Bing Image Search ai <Q A =) 








The Insert Pictures window appears. 


© Click here and type a description of the type of image you want. 


Note: If you sign in using your Microsoft account, additional search locations appear. 


© Click the Search button (4#). 
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The results of your search appear. 
© You can click the arrows (^ and v) to navigate through the search results. 
O You can click Show all web results to search all websites. 


Q You can click Back to Sites to return to the Insert Picture window and search for a 
different image. 


Q Click the picture you want to add to your document. 


7) Click Insert. 





O The picture appears in your document, selected and surrounded by handles (©). 
LE) Drag the rotate handle (©) to rotate the picture. 


O The Layout Options button (=) controls text flow around the picture as described in 
the section “Wrap Text Around a Graphic.” 


© The Picture Tools Format tab appears on the Ribbon; you can use tools on this tab to 
format the picture. 


Why must I make sure that the image I choose falls into the public 
domain? 


Images that are privately owned are often available for use only if you agree to pay a fee 
and/or give credit to the owner of the image. To use a public domain image, you do not 
need to pay a royalty or get permission from an image owner to use the image. 





Insert an Online Video 


You can insert a video available on the Internet into a Word document. After you have 
inserted the video, you can play it directly from the Word document. 


You can insert videos you find using Bing Search or videos available on YouTube, or you 
can insert a video embed code — an HTML code that uses the sre attribute to define the 
video file you want to embed. Most videos posted on the Internet are public domain, but if 
you are unsure, do some research to determine if you can use the video freely. 


Insert an Online Video 


WASHINGTON'S INAUGURAL ADDRESS OF 1789 


Apni 30, 1789 
Fellow Qtizens of the Senate and the House of Representatives 


Among the vicissitudes incident to hfe, no event could have filled me with greater anneties than 
that of which the noteficatic: ansmatted by your order, and received on the fourteenth day 
of the present month ~i] d, I was summoned by my Country, whote voice I can 
never hear but with venerati ove, from a retreat which I had chosen with the fondest 
predilection, and, in my flattenng hopes, with an immutable decimon, as the asylum of my 
declining years aretreat which was rendered every day more necessary as well as more dear to 
me, by the addition of habit tomnclination, and of frequent interruptions in my health to the 
gradual waste committed on it by time On the other hand, the magnitude and difficulty of the 
trust to which the voice of my Country called me, being sufficient to awaken in the wisest and 
most expenenced of her citizens, a distrustful scrutiny into bis qualifications, could not but 
overwhelm with dispondence, one, who, ishenting mnfenor endowments from nature and 


unpractised in the duties of avil administration, ought to be peculiarly conscious of his own 

deficiencies In this conflict of emotions, all I dare aver, is, that it has been my faithful study to 

collect my duty from a past appreciation of eve ry circumstance, by which it might be affected 

All I dare hope, is, that, if in executing this task I have been too much swayed by a grateful 

remembrance of former instances, or by an affectionate sennbality to this transcendent proof, of 

the confidence of my fellow-<cotuzens, and have thence too httle consulted my incapatsty as well 
‘ nation for th bod tan tri a o wor will be palè y 
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© Click in your document where you want to add a video. 
O Click the Insert tab. 
© Click Online Video. 





Insert Video 


b Bing Video Search Search Bina 


Search the web 


Vv | 
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he largest worldwide video-sharing comm l 


Q From a Video Embed Code 


Paste the embed code to insert a video from a web Paste embed code here 


site 





The Insert Video window appears. 


© In one of the search boxes, type a description of the video you want to insert. 


Note: This example searches YouTube. 


(3) Click the Search button (4#). 





4 BACK TO SITES 
YouTube 
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The results of your search appear. 


© You can click the arrows (^ and v) to navigate through the search results. 


Q You can click Back to Sites to return to the Insert Video window and search for a 
different video. 


Q Click the video you want to add to your document. 


Q Click Insert. 
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© The video appears in your document, selected and surrounded by handles (©). 
Q Drag the rotate handle (©) to rotate the video. 


O The Layout Options button (=) controls text flow around the video as described in the 
section “Wrap Text Around a Graphic.” 


© The Picture Tools Format tab appears on the Ribbon; you can use tools on this tab to 
format the appearance of the video in your document. 


How do I play an inserted video? 


From Print Layout view or Read Mode view, click the video Play button (a). The video 


appears in its own window, the document appears behind a shaded, translucent 
background, and the Play button changes from black to red. Click anywhere on the video 
— not just on the Play button — to start the video. To stop the video and return to the 
document, click anywhere outside the video on the shaded translucent background of the 
document window or press E5. 





Add a Screenshot 


You can insert an image called a screenshot into a Word document. You can capture a 
screenshot of another document open in Word or of a document open in another program. 


Screenshots are exact pictures of the open document at the moment you take the 
screenshot. In addition to including a screenshot in a Word document, if you are having a 
problem on your computer, you can use a screenshot to help capture the problem so that 
you can provide accurate and detailed information to the technical support person who 
helps you. 


Add a Screenshot 


Sheet! 





© Open the document you want to capture. 


O This example shows a chart in Excel. 


Business Plan for a Startup Busmess-scorerubet. docx - Word (That) 
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time to attach some number toyour plan Use asales forecast epreabheet to prepare amonth-by-month 
projection. The forecast should be baed on your hwtoncal sabes, the matketing strategy that you have pat 
Geenbed, your madet research, and mdwtry data if available 


You may want to do two forcast 1) a“ best gore”, whch p what you saly expect, and 2) a “wont cae” 
low estenate that you ate com Sdent you can teach no matter what happens 


Remember to keep notes on your ceseaceh and your ssumptions as you build the sales forecast and all 
sobs equent eporaceheets in the plan The i cnbcal if you ar goung to present at to fanchng rosor 





© Open the Word document in which you want to insert a screenshot of the document 
you opened in Step 1. 


© Position the insertion point where you want the screenshot to appear. 


Business Plan for a Startup Busness- iorrerhot doc - Word (Trist) 
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4) Click Insert. 
O Click Screenshot. 


O The Screenshot gallery shows open programs and available screenshots of those 
programs. 


Note: You can open as many programs and documents as your computer permits. In this 
example, in addition to the chart in Excel and Word, another Excel workbook is also open. 


Q Click the screenshot you want to insert in your Word document. 


You may want to do two forecasts: 1) a “best goess”, whoch » uhat you seally expect, and 2) a "wost case” 
lore estumate that you ate con Gclent you can reach no matter what happens 


Remember to keep notes on your mearch and your avsumpoon: wald tha sales forecast and al 
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© The screenshot appears in your Word document, selected and surrounded by handles ( 
o). 


Q Drag the rotate handle (©) to rotate the screenshot. 


© The Layout Options button (=) controls text flow around the screenshot as described 
in the section “Wrap Text Around a Graphic.” 


© The Picture Tools Format tab appears on the Ribbon; you can use tools on this tab to 
format the screenshot. 


You can click anywhere outside the screenshot to continue working. 





Can I take a picture of my desktop? 


You cannot use the Screenshot feature to take a picture of your desktop. But here is a 
workaround: While viewing your desktop, press the Print Screen key. Then, switch to 
Word and position the insertion point where the screenshot should appear. Press œ+ 
to paste the image into your Word document. 


Add a Shape 


To give your Word document pizzazz, you can add graphic shapes such as lines, arrows, 
stars, and banners. Suppose, for example, that you are part of a barbershop quartet that 
wants to sell and deliver singing telegrams for Valentine’s Day — the perfect fun way to 
raise money to support your hobby. You can create a flyer that advertises your unique gift 
offering, suitable not only for lovers, but for anyone who occupies a special place in the 
life of the sender — a grandparent, parent, child, or longtime friend. 


Shapes are visible in Print Layout, Web Layout, and Read Mode views. 


Add a Shape 





Love is in the Air! 


As Valentine's Day approaches, it's time to start thinking about how you're goingto celebrate that 
special someone in your ite. Will you send flowers? Candy? How about a Singing Telegram to provide a 
memory that will last forever? And, Valentine's Day ton’? just for lowers_, celebrate someone who means 
something pecisito you—s grandparent, parent, chad, of long-time frend Just make surethet you 


celebrate 





© In the document where you want to include a shape, click the Insert tab. 


2) Click Shapes. 
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The Shapes gallery appears. 


© Click a shape. 
The Shapes gallery closes and the mouse (1) changes to +. 
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Love is in the Air! 


As Valentine's Day approaches, it'stimeto start thinking about how you're goingto celebrate that 
special someone in your ife Will you send flowers? Candy? How about a Singing Telegram to provide a 
mennory that will last forever? And, Valentine's Day isn't just for lovers... celebrate someone who means 


something specialto yous grandparent, parent, chid, or long-time friend. Just make surethat you 
celebrate! 





© Position the mouse at the upper left comer of the place where you want the shape to 
appear. 


5] Drag the mouse (+) down and to the right until the shape is the size you want. 
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O when you release the mouse button, the shape appears in your document, selected and 
surrounded by handles (©). 


Q Drag the rotate handle (©) to rotate the shape. 


© The Layout Options button (=) controls text flow around the shape as described in the 
section “Wrap Text Around a Graphic.” 


O The Drawing Tools Format tab appears on the Ribbon. 


You can press [= or click anywhere to continue working in your document. 





Can I change the color of a shape? 


29 Shape Fill > 
Theme Colors 


Standard Colors 
Be” EEEREN 


Yes, you can change the color inside a shape as well as the shape’s outline color using 
tools on the Drawing Tools Format tab. Click the shape to select it. On the Ribbon, in the 
Shape Styles group, click the Shape Fill button (@) to display the color gallery. Move 
the mouse ({}) over the color gallery; Live Preview displays the outline of the shape in 
the proposed color. Click a theme color or a standard color. Repeat these steps, clicking 
Shape Outline instead of Shape Fill. 





Add a Text Box 


You can add a text box graphic to your document to control the placement and appearance 
of the text that appears in the box. Use text boxes to help you draw attention to specific 
text, to easily move text around within a document, or to display text vertically instead of 
horizontally. 


Word inserts your text box near the insertion point, but you can move the text box the 
same way you move any graphic element; see the next section, “Move or Resize a 
Graphic,” for details. Text boxes are visible only in Print Layout, Web Layout, and Read 
Mode views. 


Add a Text Box 





Technology: Changing the Size of the World 


As the world of technology expands, the world in which we lve gets smaller and smaller 
Computers no longer exist only in the workpl st homes have at least one personal 
computer and sometimes two or three nt of the Intemet, more and more 
personal computers are connected to each oth pamation that you once had to goto 
the lubrary to obtain is now available by logging onto the Internet from your computer 
You can now browse libraries in France, Spain, and England as well asia your own home 
town 


In addition, connections aren't limited to using personal computers, people are 
connecting using devices such personal diptal assistants and cell phones. And, these 
devices connect tothe personal computer, allowing us to electronically share information 
between devices 


The worldis getting smaller as more techaclogy becomes available 





© Click near the location where you want the text box to appear. 
6 Click the Insert tab. 


© Click Text Box. 
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The Text Box gallery appears. 
© Click a text box style. 
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available by logging onto the Intemet from your computer. You can now browse libranes 
in France, Spain, and England at well asin your own home town 


In addition, connections aren't limited to using personal computers, people are 
connecting unng devices such personal digital assistants and cell phones. And, these 
devices connect tothe personal computer, allowing us to electronically share information 
between devices 





O The Text Box gallery closes and Word places a text box in your document. 


Sample text appears inside a text box, and Word selects the sample text. 


Q Existing text flows around the box. 


Q Drag the rotate handle (©) to rotate the text box as described in the section “Wrap Text 
Around a Graphic.” 


O The Drawing Tools Format tab appears on the Ribbon; you can use tools on this tab to 
format the text box. 
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devices connect to the personal computer, allowing us to electronically share information 
between devices 


The world is getting smaller as more technology becomes available 





© To replace the sample text, start typing. 


© The Layout Options button (=) appears; use it to control text flow around the shape as 
described in the section “Wrap Text Around a Graphic.” 


Q Click outside the text box. 
Note: You can format the text using the techniques described in Chapter 5. 


What should I do if I do not like any of the predefined text box formats? 


You can examine additional styles available from office .com, or you can draw your 


own text box and format it. Complete Steps 1 to 3 in this section. Click More Text 
Boxes from Office.com to view some additional text box styles. If you still do not see a 
style you like, click Draw Text Box (I changes to +). Drag the mouse (+) from the 
upper left to the lower right corner of the place where you want the text box to appear; 
the text box appears. 





Move or Resize a Graphic 


If you find that a graphic — a picture, shape, text box, or WordArt graphic — is not 
positioned where you want it or it is too large or too small, you can move or resize it. 
Alignment guides — green lines — appear as you move a graphic to help you determine 
where to place the graphic. After you have picked the spot for the graphic, the alignment 
guides disappear. Text automatically reflows around a graphic wherever you place it or 
however you size it; see the section “Wrap Text Around a Graphic,” later in this chapter, 
to control the way text flows. 


Move or Resize a Graphic 
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You can aiso rert our facility for sbñty, obedierceyapy rally events. Our dedicated and knowledgeable 
staffs always available to help you and your dog over the nest hurdie. 





Move a Graphic 


Ø Click the graphic. 
© Handles (©) surround the graphic. 


@ Position the mouse over the WordArt image, picture, video, or shape, or over the edge 
of the text box (J changes to *:). 
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© =FunRuns & Run Theoughs for Agility and Obedience 
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© Drag the graphic to a new location. 


O Green alignment guides help you position the graphic. 


4) Release the mouse button. 


The graphic appears in the new location, and the alignment guides disappear. 


B Click outside the graphic to cancel its selection. 
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Resize a Graphic 


© Click the graphic. 
© Handles (©) surround the graphic. 


© Position the mouse over one of the handles (I changes to %, E, 2#, OF =). 


Ñ You can also rent our facity for abûtigbedience, and rally events, Our dedicated and knowledgeable 
staff is always availableto help you atid your dog over the next hurdie 





© Drag the handle inward or outward until the graphic is the appropriate size (~, Î, ®, 
or oo changes to +). 


4) Release the mouse button. 


The graphic appears in the new size. 


© Click outside the graphic to cancel its selection. 


Does it matter which handle I use to resize a graphic? 


If you click and drag any of the corner handles, you maintain the proportion of the 
graphic as you resize it. The handles on the sides, top, or bottom of the graphic resize the 
width or the height only of the graphic, so using one of them can make your graphic look 
distorted, especially if you resize a picture, video, or screenshot using any handle except 
a corner handle. 





Understanding Graphics Modification Techniques 


In addition to moving or resizing graphics, you can modify their appearance using a 
variety of Ribbon buttons. When you select a graphic, Word displays additional tabs 
specific to the graphic you select. These tabs contain the buttons you can use to modify the 
appearance of the selected image. 


You can adjust the size, brightness or contrast, and color of a picture. You can rotate a 
graphic or make it three-dimensional. You also can add a shadow or apply a color outline 
or style to a graphic. And you can change the color of a graphic. 


Crop a Picture 











Ps ! Crop to Shape > 
Aspect Ratio > 
as Fill 


Jali Fit 





You can use the Crop tool to create a better fit, to omit a portion of the image, or to 
focus the viewer on an important area of the image. You can crop a picture, screenshot, 
or clipart image. When you crop an object, you remove vertical and/or horizontal edges 
from the object. The Crop tool is located on the Format tab on the Ribbon, which 
appears when you click the object you want to crop. 


Rotate or Flip a Graphic 
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After you insert an object such as a piece of clipart or a photo from your hard drive into 
a Word document, you may find that the object appears upside down or inverted. Or 
maybe you want to rotate or flip pictures, clipart images, and some shapes for dramatic 
effect. For example, you might flip a clipart image to face another direction or rotate an 
arrow object to point elsewhere on the page. You cannot rotate text boxes. 





Correct Images 
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You can change the brightness and contrast of a picture, clipart image, or screenshot to 
improve its appearance, and you can sharpen or soften an image. Suppose the image 
object you have inserted in your Word file is slightly blurry or lacks contrast. You find 
the image-correction tools on the Picture Tools Format tab on the Ribbon, which 
appears when you click to select the object to which you want to apply the effect. 











Make Color Adjustments 
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You can adjust the color of a picture, screenshot, or clipart image by increasing or 
decreasing color saturation or color tone. You also can recolor a picture, screenshot, or 
clipart image to create an interesting effect. 











Color saturation controls the intensity of a color, expressed as the degree to which it 
differs from white in a photo. Color tone controls the appearance of a photo as the result 
of mixing a pure color with any grayscale color. 





Remove the Background of an Image 
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Refine Close 


You can remove the background of a picture, screenshot, or clipart image. Suppose that 
you inserted a screenshot of an Excel chart in a Word document; the screenshot would, 


by default, include the Excel Ribbon. You can use the Remove Background tool in the 
Adjust group on the Picture Tools Format tab to remove the Excel Ribbon and focus the 
reader’s attention on the chart. 


Add a Picture or Shape Effect 
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You can use tools to assign unique and interesting special effects to objects. For 
example, you can apply a shadow effect, create a mirrored reflection, apply a glow 
effect, soften the object’s edges, make a bevel effect, or generate a 3-D rotation effect. 
You can find these tools on the Format tab of the Ribbon, which appears when you click 
to select the object to which you want to apply the effect. 


Apply a Style to a Graphic 
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You can apply a predefined style to a shape, text box, WordArt graphic, picture, or 
clipart image. Styles contain predefined colors and effects and help you quickly add 
interest to a graphic. Applying a style removes other effects that you may have applied, 
such as shadow or bevel effects. Sample styles appear on the Picture Tools Format or 
Drawing Tools Format tab when you click the More button (= ) in the Picture Styles or 
Shape Styles group. 





Add a Picture Border or Drawing Outline 
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You can add a border to a picture, shape, text box, WordArt graphic, clipart image, or 
screenshot. Using the Picture Border or Shape Outline tool, which appears on the 
Picture Tools Format or Drawing Tools Format tab, you can control the thickness of the 
border, set a style for the border (a solid line or dashed line), and change the color of the 
border. 


Apply Artistic Effects 
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You can apply artistic effects to pictures, screenshots, and clipart images in order to 
liven them up. For example, you can make an image appear as though it was rendered 
in marker, pencil, chalk, or paint. Other artistic effects might remind you of mosaics, 
film grain, or glass. You find the Artistic Effects button on the Picture Tools Format tab, 
which appears when you click to select the object to which you want to apply the effect. 





Understanding Text Wrapping and Graphics 


When you insert graphics into a Word document, you can control the way text wraps 
around the graphic. For example, you can wrap text around a graphic, force text to skip a 
graphic and leave its left and right sides blank, or place a graphic on top of or underneath 
text. By default, most graphics have a relatively square boundary, even if the graphic is 
not a square, and most text wrapping options relate to that relatively square boundary. By 
editing a graphic’s wrap points, you can change the square boundary to more closely 
match the graphic’s shape and wrap text more closely around the shape. 


Button Function 


Text does not wrap around the graphic. Word positions the 
graphic exactly where you placed it. The graphic moves to 
accommodate added or deleted text, but no text appears on 
the graphic’s right or left. 
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In Line with Text 








This option wraps text in a square around your graphic 
Square regardless of its shape. You can control the amount of space 
between text and all your graphic’s sides. 


A: 





This option wraps text around the graphic’s outside edge. 
The difference between this option and Square becomes 
apparent with a nonsquare shape; with Tight, you can 
control the space between the text and the graphic’s right 
and left sides. Word leaves no space between text and the 
graphic’s top and bottom sides. 
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Tight 





With this option, if you edit a graphic’s wrap points by 
Through dragging them to match the shape of the graphic, you can 
wrap text to follow the graphic’s shape. 
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Wraps text around the graphic’s top and bottom but leaves 
the space on either side of a graphic blank. 
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Top and Bottom 








With this option, the text runs over the graphic, as if the 
graphic were not there. 


Il 


Behind Text 








With this option, the graphic appears to block the text 
underneath the graphic’s location. 
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In Front of Text 





Displays handles that represent an image’s wrap points. You 
can drag the handles to change the position of the wrap 
points. Changing a wrap point does not change the image’s 
appearance but affects the way text wraps around the image. 





wal Edit Wrap Points 





Choose one of these options to determine the way Word 





Fix Position on Page remain on the page exactly where you placed it. 


Move with Text positions an image. It can move as you add text or it can 





Wrap Text Around a Graphic 


You can control the way that Word wraps text around a graphic image in your document. 
Controlling the way text wraps around a graphic becomes very important when you want 
to place graphics in a document where space is at a premium, such as a two-columned 
newsletter. See the previous section for details on text wrapping methods. The information 
in this section shows text wrapping for a picture but applies to text wrapping for any kind 
of graphic. 


Wrap Text Around a Graphic 
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But in a larger sense, we can not dedicate—we can not consecrate—we cap not hallow this 


© Click a graphic. 

© Handles (©) appear around the image. 

2] Click the Format tab. 

© Click Wrap Text. 

© Point the mouse () at each wrapping style to see how it affects the text and the image. 


© Click the wrapping style you want to apply. 
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Word wraps text around the graphic using the text wrapping option you selected. 


Work with Diagrams 


You can use the SmartArt feature to create all kinds of diagrams to illustrate concepts and 
processes. For example, you might insert a diagram in a document to show the hierarchy 
in your company or to show the workflow in your department. SmartArt offers predefined 
diagram types, including list, process, cycle, hierarchy, relationship, matrix, pyramid, and 
picture. In addition, you can choose from several diagram styles within each type. For 
example, if you choose to create a hierarchy diagram, you can choose from several 
different styles of hierarchy diagrams. 


The example in this section demonstrates adding an organizational chart. 


Work with Diagrams 


Company Organization Chart 
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Add a Diagram 

© Click in your document where you want the diagram to appear. 
© Click the Insert tab. 

© Click SmartArt. 


Choose a SmartArt Graphic 
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The Choose a SmartArt Graphic dialog box appears. 





O Click a diagram category. 


© Click the type of diagram you want to add. 


Oa description of the selected diagram appears here. 


Q click OK. 








Company Organization Chart 


> [Text] 
< 


[Text] 


[Text] [Text] [ext] 


Halt Cache Organisation Chart.. 





Word adds the diagram. 


O The handles (©) surrounding the diagram indicate that the diagram is selected; the 
border will not print. 


© smartArt Tools tabs appear. 


Orr you do not see the text pane, click Text Pane. Each bullet in the text pane matches a 
text block in the diagram. 


Each object within the diagram is called a shape. 
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Add Text to the Diagram 
© If the Text pane is not visible, on the SmartArt Tools Design tab, click Text Pane. 


© Click a bullet in the Text pane and type the text you want to add. 


O Text you add appears both in the Text pane and on the diagram. 


Note: You do not need to use the Text pane; you can click and type directly in a shape. 


© Repeat Step 2 for each shape in the diagram. When you finish, click x to close the Text 
pane and click a blank spot on the diagram. 





How can I add two lines of text to a shape? 


After you type the first line of the text in the text pane, press Em +E75. Then type the 
second line. Word adjusts the font size of the text to fit the shape, and for consistency, 
Word adjusts the font size of all text in the diagram to match. 


Can I control the size and position of the diagram on the page? 


Yes. You can size the diagram using its handles. Word sets the default position on the 


| diagram in line with your text. You can position the diagram by dragging it. | 


No SmartArt diagram comes with all the shapes you need to create your diagram, but you 
can easily add shapes at any place in the diagram to accommodate your needs. And when 
circumstances change, you can easily revise a diagram by adding or deleting shapes as 
appropriate. 


To keep your diagrams interesting, you can apply styles to diagrams. Styles enhance the 
appearance of a diagram, providing a professional look and adding dimension and depth to 
the diagram. These style enhancements draw a reader’s attention to a diagram and help 
you get your point across. 
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Add or Delete Shapes 

a] Click the SmartArt Tools Design tab. 

@ Click the shape above or beside which you want to add a shape. 
© Handles (©) surround the shape. 

© Click ~ beside Add Shape. 


© Select the option that describes where the shape should appear. 


This example adds a shape after the selected shape. 
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O The new shape appears. 


You can add text to the new shape by following the steps in the previous subsection, 
“Add Text to the Diagram.” 
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Apply a Diagram Style 
@ Click the border surrounding the diagram. 


@ Click the SmartArt Tools Design tab. 


© Click the More button (=) in the SmartArt Styles group to display the Quick Styles 
gallery. 
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© The SmartArt Styles gallery appears. 


You can slide the mouse (i) over an option in the gallery, and Live Preview displays 
the appearance of the diagram using that style. 


© Click a style. 
O word applies the selected style to the diagram. 


You can click anywhere outside the diagram to continue working. 





How can I delete a shape? 

Click the outside border of the shape; handles (©) appear around the shape. Then, press 
CD. 

Can I change the layout of an organization chart diagram after I insert 
it? 

Yes. Click the border of the organization chart to select it. Then click the SmartArt 


Tools Design tab and, in the Layouts group, click the More button (=) to display the 
Layouts gallery and select a different organization chart structure. To select a different 


type of diagram, you can click More Layouts at the bottom of the Layouts gallery to 
reopen the Choose a SmartArt Graphic dialog box. 


CHAPTER 11 


Customizing Word 
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Do you like the default Word settings? If not, you can easily customize portions of the 
Word program to make it perform more in line with the way you work. For example, you 
can easily create your own tab on the Ribbon and add to it the buttons you use most often. 


Control the Display of Formatting Marks 
Customize the Status Bar 

Hide or Display Ribbon Buttons 

Add a Predefined Group to a Ribbon Tab 
Create Your Own Ribbon Group 

Create Your Own Ribbon Tab 

Work with the Quick Access Toolbar 
Add Keyboard Shortcuts 


Create a Macro 


Run a Macro 


Control the Display of Formatting Marks 


As described in Chapter 6, you can view the formatting marks that Word automatically 
inserts as you type. These formatting marks help you understand why your document 
looks the way that it looks — for example, why paragraphs seem farther apart than you 
expect. Formatting marks are always in documents, but they are hidden from you unless 
you display them. 


Using the Show/Hide button (4) displays all formatting marks. But you also can limit the 
formatting marks that Word displays to view just the ones that interest you. 


Control the Display of Formatting Marks 
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© Click the Show/Hide button (1) on the Home tab to display formatting marks. 
© Click the File tab. 


Backstage view appears. 


© Click Options. 


Word Option: 


Q Change how document content is displayed on the screen and when printed 


Page display options 
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The Word Options dialog box appears. 
O Click Display. 


© You can select Show all formatting marks (O changes to M) to display all formatting 
marks. 





B Select the formatting marks you want to display (O changes to ™). 
O click ox. 














Word displays only the selected formatting marks in your document. 


Customize the Status Bar 


You can customize the status bar to display information you want visible while you work. 
By default, Word displays some information on the status bar, such as the page number 
and number of pages and words in your document. You can add a wide variety of 
information, such as the position of the insertion point by line and column number or by 
vertical page position. You also can display indicators of spelling and grammar errors and 
typing mode — insert or overtype. 


Customize the Status Bar 
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© Right-click the status bar to display the Customize Status Bar menu. 


2] Click the option you want to display on the status bar. 
A check appears beside the option. 


© Repeat Step 2 for each option you want to display. 
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© word displays the option(s) you selected on the status bar. 


You can click anywhere outside the menu to close it. 


Hide or Display Ribbon Buttons 


By default, Word pins the Ribbon on-screen, but you can unpin the Ribbon to hide it while 
you work and then redisplay it when you need it. Unpinning the Ribbon can make your 
screen appear less crowded and less distracting, enabling you to concentrate on your 
document as opposed to the controls you use as you prepare it. 


When you unpin and hide the Ribbon, you hide the buttons on each tab, but the tab names 
continue to appear. When you click a tab name, the Ribbon reappears. Note that unpinning 
the Ribbon has no effect on the Quick Access Toolbar. 


Hide or Display Ribbon Buttons 
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Q By default, Word displays the Ribbon. 
a] Click the Unpin the Ribbon button (4). 
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But ina larger 


O word unpins the Ribbon, hiding the buttons but continuing to display the tabs. 
@ Work in your document as usual. 


© When you need a Ribbon button, click that Ribbon tab. 


Note: You can click any Ribbon tab, but you will save time if you click the tab containing 
the button you need. 
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© word redisplays the Ribbon buttons. 
© Click the button you need. 
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But ina larger 


© word performs the button’s action. 


© Click anywhere outside the Ribbon. 
© Word hides the Ribbon buttons again. 


How can I redisplay the Ribbon buttons permanently? 


Click any Ribbon tab to display the Ribbon. Then click the Pin the Ribbon button (+) 
in the lower right corner of the Ribbon. 


Is there another way to hide the Ribbon buttons? 


Yes. You can click the Ribbon Display Options button (Œ) to display a menu. The 
Auto-hide Ribbon option hides Ribbon buttons, tabs, and the controls to minimize, 
maximize, and restore the window. The Show Tabs option hides Ribbon buttons but 
displays the other controls. The Show Tabs and Commands option displays everything: 
the Ribbon tabs and buttons and the window control buttons. 





Add a Predefined Group to a Ribbon Tab 


You can customize the Ribbon to suit your working style. You can work more efficiently if 
you customize the Ribbon to place the groups of buttons that you use most often on a 
single Ribbon tab. 


For example, suppose that most of the buttons you need appear on the Home tab, but you 
often use the Page Setup group on the Page Layout tab to change document margins and 
set up columns. You can add the Page Setup group to the Home tab. That way, you do not 
need to switch tabs to get to the commands you use most often. 


Add a Predefined Group to a Ribbon Tab 
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© click the File tab. 


Backstage view appears. 


@ Click Options. 
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© In the Word Options dialog box, click Customize Ribbon. 
© Click v and select Main Tabs. 
B Click = beside the tab containing the group you want to add (# changes to =). 


Q Click the group you want to add. 
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Q Click = beside the tab where you want to place the group you selected in Step 6 (# 
changes to =). 














© Click the group you want to appear on the Ribbon to the left of the new group. 


© click Ada. 
© word adds the group you selected in Step 6 below the group you selected in Step 8. 


© Repeat Steps 5 to 9 as needed. 
® click ox. 
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© word adds the group you selected to the appropriate Ribbon tab. 


© word might collapse other groups to fit the new group on the tab. In this example, 
Word collapsed the Editing group. 


How do I add a single button — rather than a group — to one of the 
existing groups on the Ribbon? 


Create your own group that contains only those buttons you want to use, and then hide 
the default group that Word displays. See the next section, “Create Your Own Ribbon 


Group.” 


If I change my mind, how can I eliminate the changes I made to the 
Ribbon? 


Complete Steps 1 to 3. In the column on the right, select the Ribbon tab and group you 
added. Just above the OK button, click Reset, and from the menu that appears, click 
Reset only selected Ribbon tab. Then click OK. 





Create Your Own Ribbon Group 


You cannot add or remove buttons from predefined groups on a Ribbon tab, but you can 
create your own group and place the buttons you want in the group. Creating your own 
groups of Ribbon buttons can help you work more efficiently, because you can place all 
the buttons you use regularly together and save yourself the time of switching groups and 
even Ribbon tabs. 


To create your own Ribbon group, you first make a group, placing it on the tab and in the 
position where you want it to appear. Then you name it, and finally you add buttons to it. 


Create Your Own Ribbon Group 
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Make a Group 
© click the File tab. 


Backstage view appears. 


@ Click Options. 
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The Word Options dialog box appears. 
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Main Tabs 
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Customaations | Reset > | 
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OK Cancel 


© Click Customize Ribbon. 
O Click = beside the tab to which you want to add a group (# changes to =). 


B Click the group you want to appear on the Ribbon to the left of the new group. 


Q Click New Group. 


Word Options 





General 
Display 
Proofing 
Save 
Language 
Advanced 


Quick Access Toolbar | 
| 





Add-ins 
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es Customize the Ribbon and keyboard shortcuts. 





Accept Revision 

Add Table 

Align Left 

Bullets 

Center 

Change List Level 
Copy 

Cut 

Define New Number Format. 
Delete 

Oraw Table 
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Customize the Ribbon: 
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Customaations: 


© word adds a new group to the tab below the group you selected in Step 5 and selects 
the new group. 





Can I move the location of my group to another tab? 
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Yes. Complete Steps 1 to 3. Then follow these steps: 


P Click = beside the tab containing the group you want to move and the tab to which 
you want to move the group to display all groups on both tabs. 


J Click the group you want to move. 
J Click the arrows (+ or ~ ) repeatedly to position the group. 


w Click OK to save your changes. 


After you add a group to a tab, you can assign a name to it that you find meaningful — for 
example, something that describes the buttons you intend to include in the group or 
something that differentiates the group you created from the standard groups on the 
default Ribbon. 


After you name your group, you can then add whatever buttons you need to the group. 
You are not limited to selecting buttons that appear together on one of the default Ribbon 
tabs; you can include buttons from any Ribbon tabs and buttons that do not ordinarily 
appear on the Ribbon. 


Word Options 
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Assign a Name to the Group 
© Click the group you created in the previous subsection, “Make a Group.” 
@ Click Rename. 


The Rename dialog box appears. 
© Type a name for your group. 
O click ox. 
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Keyboard shortcuts: 


© word assigns the name to your group. 
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4 Customize the Ribbon and keyboard shortcuts. 
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a] Click the group you created. 
© Click a command. 


© If the command you want does not appear in the list, click v and select All 


Commands. 


© click Add. 


Word Options 
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Cancel 


© The command appears below the group you created. 


© Repeat Steps 2 and 3 for each button you want to add to your group. 


(3) Click OK to save your changes. 





Are there any restrictions for the names I assign to groups I create? 


No. In fact, you can even use a name that already appears on the Ribbon, such as Font, 
and you can place that custom group on the Home tab, where the predefined Font group 


already exists. 


Can I assign keyboard shortcuts to the buttons I add to my group? 


Word assigns keyboard shortcuts for you, based on the keys already assigned to 


commands appearing on the tab where you place your group. If you place the same 
button on two different tabs, Word assigns different keyboard shortcuts to that button on 
each tab. 





Create Your Own Ribbon Tab 


In addition to creating groups on the Ribbon in which you can place buttons of your 
choosing, you also can create your own tab on the Ribbon. 


Creating your own tab can help you work efficiently; you can store the buttons you use 
most frequently in groups on your tab. Then you can position your tab on the Ribbon so 
that it appears by default when you open Word. With all the buttons you use most 
frequently automatically visible, you save the time of locating the buttons you need on the 
various Ribbon tabs. 


Create Your Own Ribbon Tab 
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Make a Tab 


© click the File tab. 


Backstage view appears. 


@ Click Options. 
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The Word Options dialog box appears. 
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© Click Customize Ribbon. 
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© Click the tab you want to appear to the left of the new tab. 


O Click New Tab. 


e Customize the Ribbon and keyboard shortcuts. 


Choose commands from: Customize the Ribbon: 
(Main Tabs 
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© Word creates a new tab below the tab you selected in Step 4, along with a new group 
on that tab. 





Can I reposition my tab? 


Main Tabs 


Main Tabs 
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Yes. And if you place your tab above the Home tab, it appears as the first tab each time 
Word opens, giving you instant access to the commands you use most often. Follow 
these steps: 


1 Complete Steps 1 to 3. 
È Click your tab. 


J Click + or ~ until your tab appears where you want. 


Note: On the Ribbon, Word displays your tab to the right of the tab above it in the 
Options dialog box. 


© To make your tab visible immediately every time you open Word, place it above the 
Home tab. 


w Click OK to save your changes. 


When you create a custom tab, Word automatically creates one group for you so that you 
can quickly and easily add buttons to the new tab. You can add other groups to the tab and 
place buttons in them; see the section “Create Your Own Ribbon Group,” earlier in this 
chapter. 


You should assign names to both the new tab and the new group that are meaningful to 
you. For example, you might name your tab to describe its content. Assign group names 
based on the buttons you intend to place in the group. 
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Assign Names 


a] Click the group you created, labeled as New Group (Custom). 
2] Click Rename. 


The Rename dialog box appears. 
© Type a name for your group. 
O click ok. 
© Click the new tab you created, labeled as New Tab (Custom). 


Q Repeat Steps 2 to 4 to rename your new tab, renamed in this example to File Stuff. 
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© word assigns names to your tab and your group. 
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es Customize the Ribbon and keyboard shortcuts. 
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Add Buttons to Your Group 











© Click the group on the tab you created. 
2) Click a command. 


© If the command you want does not appear in the list, click v and select All 
Commands. 


© click Add. 


© The command appears below the group you created. 


0 Repeat Steps 2 and 3 for each button you want to add to the group. 


6 click OK. 





© The new tab appears on the Ribbon, along with the group containing the buttons you 
added. 


Is there a way to not display my tab without deleting it? 


Yes, you can hide the tab. Complete Steps 1 to 3 in the subsection “Make a Tab.” 
Deselect the tab you want to hide (M changes to O), and click OK. Word redisplays the 
Ribbon without your custom tab, but your custom tab remains available. In the Options 
dialog box, simply reselect it (4 changes to M) to display it. 





Work with the Quick Access Toolbar 


You can customize the Quick Access Toolbar (QAT). The QAT is always visible as you 
work in Word, so, like a customized Ribbon, a customized QAT can help you work more 
efficiently if you place buttons on it that you use frequently. 


By default, the QAT contains three buttons: the Save button, the Undo button, and the 
Redo button. You can remove any of these buttons as well as quickly and easily add other 
commonly used commands, and without much additional effort, you can add not-so- 
commonly used commands. You also can control the position of the QAT, displaying it 
above or below the Ribbon. 


Work with the Quick Access Toolbar 
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Change Placement 


© Click the Customize Quick Access Toolbar =|. 


Word displays a menu of choices. 


© Click Show Below the Ribbon. 


Document! - Word (Taat) 


Layout Referemces Marings fevew 


Cviba Body) j1 =| A a Aae P Ej 


Asbi: 4aBbCc Aa bot 
rte x Ol -xx i -7-A = - D . "h + . TNeoemal | ENo Spa 





© The Quick Access Toolbar (QAT) appears below the Ribbon instead of above it. 
You can repeat these steps to move the QAT back above the Ribbon. 
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Add Buttons to the QAT 


@ Click Customize Quick Access Toolbar =. 
© A check mark (v) appears beside commands already on the QAT. 


© You can click any command to add it to the QAT and skip the rest of these steps. 


O If you do not see the command you want to add, click More Commands. 


Word Options 


“g Custome the Quick Access Toolbar, 


Choose commands from Customize Quack Access Toolbar 


Popular Commands | For all documents (default) 
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A Accept Revision 
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OK 


The Word Options dialog box appears, showing the Quick Access Toolbar 
customization options. 


© You can add any of these commands to the QAT. 


© If the command you want to add does not appear in the list, click v and select All 
Commands. 


© commands already on the QAT appear here. 


© You can click v to customize the QAT for all documents or just the current document. 


Is there an easy way to get rid of changes I made to the QAT? 


Yes. You can remove an individual button by right-clicking it on the QAT and clicking 


Remove from Quick Access Toolbar. Or, you can reset it by following these steps: 
Complete Steps 1 and 2 in the subsection “Add Buttons to the QAT.” In the Word 
Options dialog box that appears, click Reset and then click Reset only Quick Access 
Toolbar. The Reset Customizations dialog box appears, asking if you are sure of your 
action. Click Yes, and Word resets the QAT. Click OK to return to a document. 





The buttons on the Quick Access Toolbar are smaller than their counterparts on the 
Ribbon, but their size should not discourage you from using the QAT. You can always 
position the mouse ({) over a button to see a ScreenTip describing its function. 


In addition to repositioning the QAT either below or above the Ribbon and adding buttons 
to or removing buttons from the QAT, you can reorganize the order in which buttons 
appear on the QAT. You also can quickly add a button on the Ribbon to the QAT, as 
described in the tip at the end of this section. 





© Click v to display the various categories of commands. 


© You can select All Commands to view all commands in alphabetical order regardless 
of category. 


O Click a category of commands. 


This example uses the Commands Not in the Ribbon category. 
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(5) Click the command you want to add to the Toolbar. 


Q click Add. 


© Word moves the command from the list on the left to the list on the right. 


7) Repeat Steps 3 to 6 for each command you want to add to the Quick Access Toolbar. 
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Reorder QAT Buttons 


© While viewing QAT customization options in the Word Options dialog box, click a 
command in the right column. 


Note: Complete Steps 1 and 2 in the subsection “Add Buttons to the QAT” to view QAT 
customization options. 


® Click + or ~ to change a command’s placement on the Quick Access Toolbar. 
© Repeat Steps 1 and 2 to reorder other commands. 


0 click OK. 
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© The updated Quick Access Toolbar appears. 
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dd to Quick Access Toolbar 
Customize Quick Access Toolbar... 
Show Quick Access Toolbar Below the Ribbon 
Customize the Ribbon... 


Collapse the Ribbon 


To add a button from the Ribbon to the Quick Access Toolbar, right-click the button (©) 
) and click Add to Quick Access Toolbar. Word adds the button to the QAT. 





Add Keyboard Shortcuts 


You can add keyboard shortcuts for commands you use frequently. Using a keyboard 
shortcut can be faster and more efficient than clicking a button on the Ribbon or the QAT 
because you can keep your hands on your keyboard, increasing typing speed and 
efficiency. 


You might think that a command must appear on either the Ribbon or the Quick Access 
Toolbar in order to create a keyboard shortcut for it. But, in fact, whether a command 
appears as a button on the Ribbon does not affect whether you can create a keyboard 
shortcut. You can create keyboard shortcuts for any command. 


Add Keyboard Shortcuts 
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© click the File tab. 


Backstage view appears. 


© Click Options. 


Word Options 


General 

Display 

Proofing 

Save 

Language 

Advanced 

Quick Access Toolbar 
Add-ins 
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Ai ustomize the Ribbon and keyboard shortcuts. 
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Popular Commands 


Accept Revision 
Add Table 
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Define New Number Format 
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Draw Table 

Draw Vertical Text Box 
Email 
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Fit to Window Width 
Font 
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Font Settings 

Font Size 
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insert Comment 

Insert Page Section Breaks 

Insert Picture 
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Keyboard shortcuts: 


The Word Options dialog box appears. 


Customize the Ribbon: | 
Main Tabs 


Main Tabs 
= Home 
® Clipboard 
E Font 
E Paragraph 
a Styles 
E Editing 
& A Insert 
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B A Layout 
& A References 
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® Review 
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S C Developer 
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© ij Blog Post 
KA Insert (Blog Post) 
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B E Background Removal 


New Tab New Group 
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Import/Export * f- 


Rename... 
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© Click Customize Ribbon. 
4) Click Customize. 


Customize Keyboard 


Specify a command 


Categories: Commands: 


FormatParagraph 
l é Tat FormatPhoneticGuide 
Insert Tab FormattingPane 
Design Tab FormatTwolinesinOne 
Layout Tab GrowFont 
References Tab HeadingSort 
Mailings Tab HighlightColorPicker 


Review Tab Increa jer 
Specity keyboard sequence 


Current keys: Press new shortcut key: 


Saye changes in: Normal.dotm y] 


Description 
Increases indent or demotes the selection one level 


KEON Reset All). 





The Customize Keyboard dialog box appears. 


Q Categories of commands appear here. 


© Commands within a category appear here. 


5) Click the category containing the command to which you want to assign a keyboard 
shortcut. 


Q Click the command. 


Q Any existing shortcut keys for the selected command appear here. 


Word Optons 


“h Customize the Ribbon and keyboard shortcuts 
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Custornize Keyboard 


Specify a command 

Categories: Commands: 

File Tab A | FormatParagraph 
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Customize Ribbon Insert Tab FormattingPane 
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Specify keyboard sequence 


Current keys: Press new shortcut key: 
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7] Click here, and press a keyboard combination. 
© The keys you press appear here. 


© The command to which the shortcut is currently assigned appears here. 


Note: To try a different combination, press to delete the existing combination and 
repeat Step 7. 


© Click Assign. 
O Click Close. 


© click ok. 
Word saves the shortcut. 


4aBbCcDc AaBbC 
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Increase Indent (Ctrl+Shift+ 1) 


Move your paragraph farther away 
from the margin. 


You can press the keys you assigned. You also can position the mouse (|}) over the tool 
on the Ribbon; any assigned keyboard shortcut, whether user-assigned or Word- 
assigned, appears in the ScreenTip. If you do not see keyboard shortcuts in the 
ScreenTips, open the Word Options dialog box, click Advanced on the left, and in the 
Display section, select Show shortcut keys in ScreenTips (O changes to M). 





Create a Macro 


You can create a macro to save time and repetitive keystrokes. A macro combines a series 
of actions into a single command. For example, suppose that you often type tables that 
must fit on the page in landscape orientation. Although you can use commands on the 
Ribbon to change the page orientation, you can save time and keystrokes if you create a 
macro that changes the page orientation from portrait to landscape. 


Most people find it easiest to create a macro by recording the keystrokes that they use to 
take the action they want to store in the macro. 


Create a Macro 











Q Display the Macro Recording indicator (Œ) on the status bar by right-clicking the 
status bar and choosing Macro Recording from the Customize Status Bar menu. 


© Click the View tab. 
© Click the bottom half of the Macros button. 


© Click Record Macro. 


Record Macro 


Macro name: 


PortraitToLandscape Ei) 


Assign macro to 


P Button ES Keyboard 


Store macro in: 

All Documents (Normal.dotm) 

Description: 

Change page orientation from portrait to landscape. <<) 


Cancel 





The Record Macro dialog box appears. 


© Type a name for the macro. 


Note: Macro names must begin with a letter and contain no spaces. 
6 Type a description for the macro here. 


Q click OK. 











Pewtw 





© The Macro Recording indicator (Œ) changes to a Stop Recording indicator (0). 


Q Stop Recording and Pause Recording buttons appear when you click the bottom half of 
the Macros button. 


The mouse (i) changes to ‘i. 





7) Perform the actions you want included in the macro. 

Note: Macros can include typing, formatting, and commands. You cannot use the mouse ( 

I) to position the insertion point. 

© When you have taken all the actions you want to include in the macro, click the Stop 
Recording indicator (O) on the status bar. 


Word saves the macro, and the Macro Recording indicator returns to its original 
appearance. 





In the Record Macro dialog box, what do the Button and Keyboard 
buttons do? 


They enable you to assign a macro to a button on the QAT or to a keyboard shortcut at 
the same time that you create the macro. You can always assign a macro to a QAT button 
or a keyboard shortcut after you create it. See the next section, “Run a Macro.” 


Do I need to re-create my macros from an earlier version of Word? 


No. If you upgrade from an earlier version, Word 2016 converts the Normal template 
you used in that version, which typically contains all your macros. 


Run a Macro 


You can save time by running a macro you created because Word performs whatever 
actions you stored in the macro. The method you choose to run a macro depends primarily 
on how often you need to run it. If you use the macro only occasionally, you can run it 
from the Macros window. If you use it often, you can assign a macro to a keyboard 
shortcut or a Quick Access Toolbar button. 


To record a macro, see the previous section, “Create a Macro.” 


Run a Macro 





Using the Macros Dialog Box 


If your macro is dependent upon the position of the insertion point, click in your 
document where you want the results of the macro to appear. 


© Click the View tab. 
© Click Macros. 


Macros 





Macro name: 


PortraitToLandscape 
Step Into 





Edit 
Greate 


Delete 








Organizer... 


Macros in: | All active templates and documents 


Description: 
Change page orientation from portrait to landscape. 





Cancel | 





The Macros dialog box appears. 


© Available macros appear here. 


© Click the macro you want to run. 


© The selected macro’s description appears here. 


4) Click Run. 


Word performs the actions stored in the macro. 
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Assign and Use a QAT Button 


© click the File tab. 


Backstage view appears. 


2) Click Options. 
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The Word Options dialog box appears. 
© Click Quick Access Toolbar. 
O Click v and select Macros. 
© Click the macro to add to the QAT. 


Q click Aaa. 
© Word adds the macro to the QAT. 


0 click OK. 


© Click the macro’s button on the QAT to perform the actions stored in the macro. 





How do I assign a keyboard shortcut to a macro? 


Follow the steps in the section “Add Keyboard Shortcuts, earlier in this chapter. In Step 


5, scroll to the bottom of the list and select Macros. In Step 6, select the macro. 


Can I create a ScreenTip for my QAT button that contains a name I 
recognize? 


Yes. Complete Steps 1 to 6 in the subsection “Assign and Use a QAT Button.” In the list 
on the right, click the macro, and below the list, click Modify. In the Modify Button 
dialog box, type a name for your macro in the Display Name text box below the button 
symbols. 





CHAPTER 12 
Working with Mass Mailing Tools 
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Form letters are particularly useful when you need to impart the same information to a 
large number of people. You can not only create form letters, but you also can create 
labels for your letters. 


Create Letters to Mass Mail 


Create Labels for a Mass Mailing 


Create Letters to Mass Mail 


Using a form letter and a mailing list, you can quickly and easily create a mass mailing 
that merges the addresses from the mailing list into the form letter. Typically, the only 
information that changes in the form letter is the addressee information. Wherever 
changing information appears, you insert a placeholder that Word replaces when you 
merge. 


You can create the mailing list as you create the mass mailing, you can use a mailing list 
that exists in another Word document or an Excel file, or you can use your Outlook 
Contact List. This example uses an Excel file. 


Create Letters to Mass Mail 


on losed are your patron tickets for SRO 2016 on Saturday, November 3, 2016 at 7:30 p.m 
in Carol Morsani Hall atthe Tampa Bay Performing Arts Center. The Toast of Tampa Show 
Ç Anats appreciates your support as we endeavor to bringthe very best in musical 
entertainment to the Tampa Bay area 


The Toasto per pts Show Chorus is chartered as an educational non-profit organization 
ich, contributions to the Toast of Tampa Show 
(c)3 ofthe Internal Revenue Code. The price 
ò um you paid over $25.00/ticket qualifies for a 
tax deduction, ‘Please a this | etter alo ong with yo bur ticket stub as supporting 
documentation for your tax deduction 


We hope that you enjoy SRO 2016 as much as we will enjoy presenting & Again, thank you 
for your support 


Sincerely, 





Set Up for a Mail Merge 


© Open the Word document that you want to use as the form letter. 


Note: The letter should not contain any information that will change from letter to letter, 
such as the inside address. 


(2) Click the Mailings tab. 
© Click Start Mail Merge. 
© Click Letters. 


The screen flashes, indicating that Word has set up for a mail merge. 
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October 1, 2016 


Enclosed are your patron tickets for SRO 2016 on Saturday, November 3, 2016 at 7:30 p.m. 
in Carol Morsani Hall atthe Tampa Bay Performing Arts Center. The Toast of Tampa Show 
Chorus appreciates your support as we endeavor to bring the very best in musical 
entertainment to the Tampa Bay area. 


The Toast of Tampa Show Chorus is chartered as an educational non-profit organization 
under the Internal Revenue Code. As such, contributions to the Toast of Tampa Show 
Chorus are tax deductible under Sec. 501(c)3 of the Internal Revenue Code. The price 
printed on each ticket is $25.00; any premium you paid over $25.00/ticket qualifies for a 
tax deduction, Please keep this letter along wth your ticket stub as supporting 
documentation for your tax deduction. 


We hope that you enjoy SRO 2016 as much as we will enjoy presenting & Again, thank you 
for your support. 


Sincerely, 





Identify Recipients 
@ Click Select Recipients. 


2] Click to identify the type of recipient list you plan to use. 


This example uses an existing list in an Excel file. 
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The Select Data Source dialog box appears. 


© Navigate to the folder containing the mailing list file. 


© Click the file containing the mailing list. 
© Click Open. 


Select Table 





< 


[F] First row of data contains column headers | Cancel 


Word links with Excel, and the Select Table dialog box appears. 


Note: If the Excel notebook contains multiple sheets, you can select a specific sheet in the 


Select Table dialog box. 


Q If necessary, select a sheet. 


Name Description Modified Created 


a 
o<Q 9/13/2012 4:35:23 PM 9/13/2012 4:35:23 PM TABLE 


‘List 2$° 9/13/2012 4:35:23 PM 9/13/2012 4:35:23 PM TABLE 


Type 


Cancel 





> 








0 click OK. 


New Address List 


Type recipient information in the table. To add more entries, click New Entry. 





New Entry Find... 


Delete Entry Customize Columns... Cancel 


To create a mailing list, perform the steps that follow: In Step 2 in the subsection 
“Identify Recipients,” click Type New List. In the New Address List dialog box, type 
recipient information for each addressee (@), and click OK. Save the file in the Save 
Address List dialog box that appears. Skip to the subsection “Create the Address Block” 
to finish the steps. 





You are not limited to sending letters to all recipients in a list; you can select specific 
recipients from the mailing list to receive the form letter. 


You use merge fields, which are placeholders, to identify the location in your document 
where the recipient’s address and greeting should appear. You can modify the appearance 
of both the recipient’s address and the greeting line. For example, in the address block, 
you can include or exclude titles such as “Mr.” in the recipient’s name; and in the greeting 
line, you can address the recipient formally, using a title and last name, or informally, 
using a first name. 
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{ a n 
for your support 


Sincerely, 





© Click Edit Recipient List. 


The Mail Merge Recipients window appears. 


© A check box (M) appears beside each person’s name, identifying the recipients of the 
form letter. 


Q Deselect any addressee for whom you do not want to prepare a form letter (4 changes 
to O). 


® click OK. 
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Create the Address Block 
© Click the location where you want the inside address to appear in the form letter. 


2] Click Address Block. 
The Insert Address Block dialog box appears. 


© Click a format for each recipient’s name. 


O You can preview the format here. 


0 click OK. 
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We hope that you enjoy SRO 2016 a4 
for your support. ox Cancel 


Sincerely, 





© The <<Address Block>> merge field appears in the letter. 


Create a Greeting 
© Click at the location where you want the greeting to appear. 


2] Click Greeting Line. 
The Insert Greeting Line dialog box appears. 


© Click these (v) to select the greeting format. 
Oa preview of the greeting appears here. 


0 click OK. 


2006 Tax Letterdoos - Weed (Tr 
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October 1, 2016 


«AddressBlocks 


eGreetingLines 


Enclosed are your patron tickets for SRO 2016 on Saturday, November 3, 2016 at 7:30 p.m 
in Carol Morsant Hall atthe Tampa Bay Performing Arts Center. The Toast of Tampa Show 
Chorus appreciates your support as we endeavor to bring the very best in musical 
entertainment to the Tampa Bay area 


The Toast of Tampa Show Chorus & chartered as an educational non-profit organization 
under the Internal Revenue Code. As such, contributions to the Toast of Tampa Show 
Chorus are tax deductible under Sec, 501(c)3 ofthe Internal Revenue Code. The price 
printed on each ticket is $25.00; any premium you paid over $25.00/ticket qualifies fora 
tax deduction, Please keep this letter along with your ticket stub as supporting 
documentation for your tax deduction 


We hope that you enjoy SRO 2016 as much as we will enjoy presenting £. Again, thank you 
for your support 


Sincerely, 





O The <<Greeting Line>> merge field appears in the letter. 


Preview and Merge 


© Click Preview Results to preview your merge results. 


What should I do if the preview in the Insert Address Block dialog box is 
blank or incorrect? 


Perform the steps that follow: After you complete Step 3 in the subsection “Create the 
Address Block,” click Match Fields. The Match Fields dialog box appears. Beside each 
field you use in your merge, click v and select the corresponding field name in your 
mailing list file. Click OK and continue with Step 4 in the subsection “Create the 
Address Block.” Word matches your fields. 





You can preview the letters; information from your mailing list replaces the merge fields 
that were acting as placeholders. Word gives you another opportunity to select specific 
recipients before creating individual letters. 


After you review the letters, you can print them. Or, if your mailing list contains email 
addresses, you can send the letters as email messages; Word prompts you for a subject line 
and a format — HTML, plain text, or an attachment — and then places the message in the 
Outlook outbox. You must finish by opening Outlook and sending the messages. 
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October 1, 2016 


Wayne Baugh 
15741 Scrimshaw Av 
McHenry, FL 33624 


Dear Wayne] 


Enclosed are your patron tickets for SRO 2016 on Saturday, November 3, 2016 at 7:30 p.m 
in Carol Morgani Hall atthe Tampa Bay Performing Arts Center. The Toast of Tampa Show 
Chorus appreciates your support as we endeavor to bringthe very best in musical 
entertainment to the Tampa Bay area 


The Toast of Tampa Show Chorus ts chartered as an educational non-profit organization 
under the Internal Revenue Code. As such, contributions tothe Toast of Tampa Show 
Chorus are tax deductible under Sec. 501(c)3 ofthe Internal Revenue Code. The price 
printed on each ticket is $25.00; any premium you paid over $25.00/ticket qualifies fora 
tax deduction. Please keep this letter alongwith your ticket stub as supporting 
documentation for your tax deduction, 


We hope that you enjoy SRO 2016 as much as we will enjoy presenting it Again, thank you 
for your support. 





O word displays a preview of the merged letter, using the unchanging content of the 
letter and the changing information from the address file. 


O You can click the Next Record button (>) to preview the next letter and the Previous 
Record button (4) to move back and preview the previous letter. 


© You can click Preview Results to redisplay merge fields. 
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October 1, 2016 


Wayne Baugh 
15741 Scrimshaw Av 
McHenry, FL 33624 


Dear Wayne] 


Enclosed are your patron tickets for SRO 2016 on Saturday, November 3, 2016 at 7:30 p.m. 
in Carol Morgani Mall atthe Tampa Bay Performing Arts Center. The Toast of Tampa Show 
Chorus appreciates your support as we endeavor to bring the very best in musical 
entertainment to the Tampa Bay area 


The Toast of Tampa Show Chorus is chartered as an educational non-profit organization 
under the Internal Revenue Code. As such, contributions to the Toast of Tampa Show 
Chorus are tax deductible under Sec. 501(c)3 ofthe Internal Revenue Code. The price 
printed on each ticket is $25.00, any premium you pald over $25.00/ticket qualifies fora 
tax deduction. Please keep this letter alongwith your ticket stub as supporting 
documentation for your tax deduction. 


We hopethat you enjoy SRO 2016 as much as we will enjoy presenting it Again, thank you 
for your support 





© click Finish & Merge. 


© Click Edit Individual Documents. 


Merge to New Document 


Merge records 


O) Current record 


C) From: 


5 Cancel 








The Merge to New Document dialog box appears. 


© Select an option to identify the recipients of the letter (O changes to @). 


The All option creates a letter for all entries on the mailing list; the Current record 
option creates only one letter for the recipient whose letter you are previewing; and the 
From and To option creates letters for recipients you identify by their numeric position 
in the address list, not by their names. 


6 click OK. 
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Dear Lindsay, 


Enclosed are your patron tickets for SRO 2016 on Saturday, November 3, 2016 at 7:30 p.m 
in Carol Morgani Hall atthe Tampa Bay Performing Arts Center. The Toast of Tampa Show 
Chorus appreciates your support as we endeavor to bring the very best in musical 
entertainment to the Tampa Bay area 


The Toast of Tampa Show Chorus is chartered as an educational non-profit organization 
under the internal Revenue Code, As such, contributions tothe Toast of Tampa Show 
Chorus are tax deductible under Sec, 501(¢)3 ofthe Internal Revenue Code, The price 
printed on each ticket is $25.00; any premium you paid over $25.00/ticket qualifies for a 


tax deduction. Please keep this letter along with your ticket stub as supporting 
documentation for your tax deduction 


We hope that you enjoy SRO 2016 as much as we will enjoy presenting k Again, thank you 
for your support 





O word merges the form letter information with the mailing list information, placing the 
results in a new document named Letters1. 


© The new document contains individual letters for each mailing list recipient. 
Q Click the Customize Quick Access Toolbar =). 
Q Click Quick Print. 


© You can click the Save button (H) on the Quick Access Toolbar (QAT) and assign a 
new name to save the merged letters. 


Can I create envelopes to go with my form letter? 


Yes. Display the form letter containing merge fields. Click Envelopes to display the 
Envelopes and Labels dialog box. Click Add to Document to place an envelope in your 
document. You can type a return address in the upper left corner of the envelope. Click 
in the lower center of the envelope to locate the address box; dotted lines surround it. 
Complete the steps in the subsections “Create the Address Block” and “Preview and 


Merge.” 





Create Labels for a Mass Mailing 


In addition to creating personalized form letters for a mass mailing, you can use the Merge 
feature to create mailing labels for mass mailing recipients. Mailing labels can be useful 
when you do not want to use your printer to print separate envelopes for your letters. For 
example, your mailing might include more than a letter so that you must use larger 
envelopes than your printer can print. By creating mailing labels, you can automate the 
process of addressing your larger envelopes. 


Word’s Mass Mailing feature enables you to select from a wide variety of commonly used 
labels from various manufacturers. 


Create Labels for a Mass Mailing 





T 
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Select a Label Format 


© Start a new blank document. 


Note: See Chapter 2 for details on starting a new document. 
© Click the Mailings tab. 

© Click Start Mail Merge. 

© Click Labels. 















Label Options 






Printer information 





© Continuous-feed printers 
©) Page printers 





Tray: Default tray (Automatically Select] v 
Label information 


Labelyendors: Avery US Letter v <Q 


Find updates on Office com 
Product number: Label information 


[5159 Mailing Labels a | Type: Easy Peel Address Labels N 
| 5160 Easy Peel Address Labels | H 5 

| tight 1,33 

| 5161 i | 

516 Ey Peel Address Labels T | dth: 4 

|5163 Shipping Labels Page size: 8.5" x 117 


[5164 Shipping Labels. d x| 


Details... New Label... Cancel 


The Label Options dialog box appears. 








© Select a printer option (© changes to @). 
Q Click ~ to select a label vendor. 


Q Use the scroll arrows (^ and v) to find and click the label’s product number. 


© Information about the label dimensions appears here. 


© click OK. 


— 
Select 
Aerge > Recipients = 





Word sets up the document for the labels you selected. 


Note: If gridlines identifying individual labels do not appear, click the Table Tools 
Layout tab and then click View Gridlines. 


Identify Recipients 


a] Click Select Recipients. 


© Click to identify the type of recipient list you plan to use. 


In this example, an existing list in an Excel file is used. 


Select Data Source 


é 
Organize v 


we Quick access 
GB Desktop 
4 Downloads 
42) Documents 


‘= Pictures 


Microsoft Word 


lõa OneDrive 
E This PC 
È Network 


e Homegroup 


Name 


G5 1-Blog Entry.docx 
oF 6 Month Sales Figures for 2016.docx 


G> 6 Month Sales Figures for 2016-b4 format... 
ÚE 6 Month Sales Figures for 2016-page orie... 
© 6 Month Sales Figures for 2016-table and ... 


© 6 Month Sales Figures for 2016-table for... 


ÚÄ 9 Month Sales Figures for 20}g-page orie... 
Ú”) 2016 Mailing Listodsx -a 


ey 2016 Tax Letter.docx 

ÚE 2016 Text Box.docx 

of 2016 Text Box-Final.docx 

ÚE 2016-Author Bio with logo.docx 


~ M || « Office 2016... > Word Stuff =] Search Word Stuff 


New folder 


pee P 
Date modified 


9/14/2012 1:20 PM 
1/5/2013 5:19 AM 

1/5/2013 5:41 AM 

10/29/2012 10:20... 
10/23/2012 11:43... 
10/23/2012 11:19... 
7/12/2015 10:50 PM 
9/13/2012 4:35 PM 
7/15/2015 857 AM 
9/8/2012 9:08 AM 

9/8/2012 11:27 AM 
9/8/2012 11:46 AM 


x 


p 


m @ 


Type 


Micro: 
Micro: 
Micro: 
Micro: 
Micro: 
Micro: 
Micro: 
Micro: 
Micro: 
Micro: 
Micro: 


Micro: 


A 


> 


New Source... 





File name: [2016 Mailing List.xtsx ~] All Data Sources (*.odc;*.mdb;* ~ 





Cancel 


Tole) 





The Select Data Source dialog box appears. 
© Navigate to the folder containing the mailing list file. 
© Click the file containing the mailing list. 
© Click Open. 





What happens if I click Details in the Label Options dialog box? 


A dialog box appears, displaying the margins and dimensions of each label, the number 
of labels per row, and the number of rows of labels, along with the page size. Although 
you can change these dimensions, you run the risk of having label information print 
incorrectly if you do. 


What happens if I click New Label in the Label Options dialog box? 


A dialog box appears that you can use to create your own custom label. Word bases the 


appearance of this dialog box on the settings selected in the Label Options dialog box. 
Type a name for the label, and then adjust the margins, height and width, number across 
or down, vertical or horizontal pitch, and page size as needed. 





Using your label options, Word sets up a document of labels to which you attach a file 
containing recipient information. You can use an existing file or your Outlook contacts, or 
you can create a new recipient list. You also can select specific recipients from the mailing 
list for whom to create labels. 


You use a merge field, which serves as a placeholder, to identify the location in the label 
document where the recipient’s address should appear. You can modify the appearance of 
the recipient’s address to, for example, include or exclude titles such as “Mr.” 


This example uses addresses stored in an Excel file. 


Select Table 





Name Description Modified Created Type 


ES] List 1$° | 9/13/2012 4:35:23 PM 9/13/2012 4:35:23 PM TABLE 
‘List 2$' 9/13/2012 4:35:23 PM 9/13/2012 4:35:23 PM TABLE 


< 


First row of data contains column headers Cancel 


Word links with Excel, and the Select Table dialog box appears. 





Note: If the Excel notebook contains multiple sheets, you can select a specific sheet in the 
Select Table dialog box. 


© If necessary, select a sheet. 


© click OK. 
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© Word inserts a <<Next Record>> field in each label except the first one. 


Add a Merge Field 





© Click the first label to place the insertion point in it. 


2) Click Address Block. 
The Insert Address Block dialog box appears. 


© Click a format for each recipient’s name. 


O You can preview the format here. 


0 click OK. 


Document? - Word (Thal) 
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Edit 
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«Next Record» 


«Next Record» 


«Next Record» 


© word adds the <<Address Block>> merge field to the first label. 


Note: When you merge the information, Word replaces the merge field with information 


from the mailing address file. 


(3) Click Update Labels. 


Document? + Word (Trial) 
References Malin 
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ecaassedress Block of <Q 
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«Next Recorde«AddressBlock » 


© Word adds the <<Address Block>> merge field to every label. 


Fighiate Address Greeting invert Merge 


rite & invert F 


beghig Address Greeting in 


Tatie Toots 


View Degn 
(> aes = 


M4 


> 
QA Match Fields “7 


ro. 
) Fired Recigeart 
Pr 
t Labels Check for Emors 
ovine Re nat 


‘ 


Field 


atient Record» 


«Next Record» 


etext Record» 


eNext Record» 





: 5 - + 


Tatie Toots 


View 


layout Q Tell ene 


nM 
E&x 


Presem 
sa ye 


Dengn 
F Rules = 

z QÀ Match Field 

iert Merge 


Fieid + È Update Labe! 


Result 


ea ‘ 
alent Record» <sddressBlocks 
«Next Record» «<AdidressBlocke 
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Preview and Print 


© You can click Preview Results to preview your merged results. 


Can I selectively create labels using an existing file? 


Yes. Perform the steps that follow: Click Edit Recipient List. The Mail Merge 
Recipients dialog box appears. Deselect any addressee for whom you do not want to 
create a mailing label (4 changes to O), and click OK. 





You can preview the labels before you print them. Information from your mailing list 
replaces the placeholder merge field. Word gives you another opportunity to select specific 
recipients before creating sheets of labels. 


After you review the labels, you can print the label document, or you can remerge the 
label sheets directly to your printer. Although you can send a label as an email message, it 
probably will not mean much to the recipient because the email body contains the 
recipient address only. You might consider this option if you need to confirm physical 


addresses. 


Unndsay Asik 
19121 Larchmont Orive 
Springfield, FL 3335 


Mr. & Mrs. Berard Anderson 
9213 Cypresswood Orde 


MeHenry, FL 33647 


Joe Baugh 
4902 Arbor Springs Qrde, Apt. 301 
McHenry, FL 33624-5923 


Wayne Baugh 
15741 Senmshaw av 


McHenry, FL 33624 





Robert Aalvé 
PO Box 1560 
Skokie, FL 32444 


Dave & Debby Anderson 
6009 Wilshire O 


McHenry, FL 33615-3319 


Sherry and Zane Baugh 
617 Horatio St 


McHenry, FL 33606 


Dana Baugh 


16533 Brigadoon 


McHenry, FL 33618 


Word displays a preview of your labels, replacing the merge field with information from 


the mailing list file. 


© You can click the Next Record button (>) to preview the next label and the Previous 
Record button (4) to move back and preview the previous label. 


@ Click Preview Results to redisplay merge fields. 
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© click Finish & Merge. 


4) Click Edit Individual Documents. 








Merge to New Document 


Merge records 


C) Current record 


C) From: 






The Merge to New Document dialog box appears. 


B Select an option to identify the recipients of the letter (O changes to ®). 


The All option creates a label for all entries on the mailing list, the Current record 
option creates only one label for the recipient you are previewing, and the From option 
creates labels for recipients you specify. 


6 click OK. 
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Robert Aalvk 
PO Box 1560 
Skokie, FL 32444 


Mr. & Mrs. Bernard Anderson Dave å Dobby Anderson 
9213 Cypretswood Orde 6809 Wilshire Ct 
McHenry, FL 33647 McHenry, FL 33615-3319 


Joe Baugh Sherry and Zane Baugh 
4902 Arbor Springs Circe, Apt. 301 617 Horatio St 
MeHenry, FL 33624-5823 McHenry, PL 33606 


Wayne Baugh Dana Baugh 
15741 Scrimshaw Av 16533 Brigadoan 
McHenry, FL 33624 McHenry, FL 33618 





Q Word creates the labels in a new Word document named Labels1. 


The new document contains individual labels for each mailing list recipient. 
(7) Click the Customize Quick Access Toolbar =". 


© Click Quick Print. 
The labels print. 


What does the Check for Errors button on the Ribbon do? 


Checking and Reporting Errors ? x 


@ Simulate the merge and report errors ina 
new document, 


Mmplete the merge, pausing to report each : 


ferror as it occurs. 


@ Complete the merge without pausing. 
Report errors in a new document, 


When you click this button, Word gives you the opportunity to determine whether you 
have correctly set up the merge. In the Checking and Reporting Errors dialog box that 

appears, select an option (© changes to ®) and click OK. Depending on the option you 
choose, Word reports errors as they occur or in a new document. 





CHAPTER 13 


Word and the World Beyond Your 
Desktop 





You can use Word to reach beyond your desktop. You can email a document, post to your 
blog, or work with documents stored in your OneDrive cloud storage. You also can use the 
Word online app. 


Email a Document 
Create a Hyperlink 

Post to Your Blog 

Office and the Cloud 
Sign In to Office 365 
Open a Cloud Document 


Save a Document to the Cloud 

Share a Document from Word 
Download Apps from the Office Store 
Using the Word Online App in OneDrive 


Email a Document 


You can share a Word document with others via email. Although you could create a new 
email message in your email program and add the file as an attachment, you really do not 
need to go to the extra trouble. Instead, you can email a Word document from Word. Word 
sends the document as an attachment in a variety of formats. 


Although you do not need to send the document from your email program, your email 
program must be set up on your computer. Note that, to open the file, recipients must have 
the appropriate software on their computer. 


Email a Document 
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On the Federal Constitution 


Delivered by John Marshall Chief Justice of fhe Supreme Cowt from 1801-35. on June 
10. 1788. in the Vieginia Convention caled fo roffy the Constitution of the United States. 









MR. CHAIRMAN, I conceive thal he object of Ihe diecussion now before us i whether 
Gemocracy of despotism be mos! eligible, Lam sure thot those who framed the system 
svbmilted fo ovr investigation, and those who now suppor it, intend the establishment 
and security of the former. The supporters of the Constitution cioim tive title of being finn 
friends of the liberty and the rights of mankind, They say thal they consider il as Ihe best 
means of protecting liberty, We, sir, idolize democracy, Those who oppose it have 
bestowed eulogiums on monarchy, We prefer Ihis system to any monarchy because we 
ore conminced thot it has o greater lendency to secure our liberty and promote our 









happiness. We admire it becouse we Ihink ii a wel-requicted democracy: it 
fecommended to ihe good people of Ihis country: they are. Ihrough us, 1o deciore 
whether it be such a plan of government as wall establish and secure their freedom. 


Permit me to attend to what the honorable gentleman, Mr, Henry, has said. He has 
expatiated on the necessity of a due atlention to certain maxims, fo certain 
fundamental principles from which a free people ough! never to depart. I concur wih 
him in the propriety of the observance ofsuch maxims. They ore necessary in every 
Qovemmen!, bul more essential to a democracy than fo any olher. 


Whol ore the favorite maxims of democracy? A strict observance of lustice and public 









© With the document you want to share via email open, click the File tab. 


On the Federal Constitubon-John Marvhall-theme.docx - Word (Tal) 


Share 


On the Federal Constitution- 
John Marshall-theme 


Documents « Office 2016 Data » Word Snuft 


Share 


a Share with People 


w -H 


Present Online 


Post to Blog 


Backstage view appears. 


© Click Share. 


© Click Email. 
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ryome gets a copy to rewew 
Sy 


Sendas 
Attachment 


Everyone works on the same copy 
Everyone sees the latest changes 


Keeps the email size small 


Docwment mast be saved an a shared lecadon 


Everyone gets a PDF attachment 
Preserves layout, formatting fonti, and mages 


Content can't be easy changed 


Everyone gets an XPS attachment 
Preserves layout, formatting fonts, and images 


Contert can't be candy changed 


No fas mactene needed 


Youll need a fax service prowder 





Q Options for emailing the file appear here. 


4) Click a method to send the document. 


Note: This example sends the document as an attachment. 
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A new message window in Outlook appears. 


O The name of your file appears in the window’s Subject line. 


Note: Subjects are not required, but including one is considerate. Word automatically 
supplies the document name for the subject; you can replace the document name with 
anything you want. 


© The file is attached to the message. 












Conititution.John Marihal-theme doc 


As we meet to discuss the proposed Constitution for the United States of America, | wanted to share my thoughts with you 


Please let me know if we are in agreement | 





B Type the message recipient’s email address in the To field. 


Note: To send to multiple recipients, separate the email addresses with a semicolon (;) and 
a space. 


Q Type your text in the body of the message. 
Q Click Send. 


Outlook places the message in the Outbox and closes the email message window. 


Note: You must open Outlook and, if Outlook does not automatically send and receive 
periodically, send the message. 





What should I do if I change my mind about sending the email message 
while viewing the email message window? 


Click the Close button (x) in the email message window. A message might appear, 
asking if you want to save the email message. Click No. 


What happens if I choose Send as PDF in Step 4? 


Word creates a PDF version of the document and attaches the PDF version to the email 
message instead of attaching the Word file. The recipient cannot edit the PDF file with 
Word; to edit the document, the recipient would need special software, such as Adobe 
Acrobat. 





Create a Hyperlink 


You can create a hyperlink in your Word document. You use hyperlinks to connect a word, 
phrase, or graphic image in a Word document to another document on your computer or in 
your company’s network or to a web page on the Internet. Hyperlinks are useful when you 
want to refer, in your Word document, to other information that you want the reader to be 
able to view quickly and easily. 


The hyperlink you create in a Word document works just like the ones you use on web 
pages you browse. Clicking a hyperlink takes you to a new location. 


Create a Hyperlink 


In order to reach the goal of creating ions! 


. 
customers and for our organization, © on 
Hyperlink Bootma: Ce 


Target Markets -those markets possessing needs enmet ised by 
our marketing efforts 


Products/ Services ~ a tangible or intangible solution to the target market's needs 


Promotion -a means for communicating information about our solutions to the 
target market 


Distribution ~ the method we use to enable the target market to obtain our 
solutions 

Preemg — ways for us to adjust the cost to the target market for the solution 
Servxes - additional options that enhance our solutions’ value 


Over the past several months, we have been accumulating data about the 
banking habits of our custorners to help us identify products that will be of 
interest and value to our customers. We have collected dataand assembled itin a 

icrosoft Excel file that you can review; these data support the conclusions we 
present in the following sections of thie paper 





© Select the text or graphic you want to use to create a hyperlink. 
2) Click the Insert tab. 

© Click Links. 

O Click Hyperlink. 


You can right-click the selection and click Hyperlink instead of performing Steps 2 and 
3. 










Insert Hyperlink ? x 

















Link to: Text to display: Microsoft Excel file 


IO) A Look in: | | Excel Stuff J 6 = 

‘ ye z NG > 2016-Industry values-styles.xlsx a| Bookmark... 
a Q“ 2016-Ssles Reportxlsx 

> 2016-Table and chart.xdsx Target Frame... 
Q 2016-Table exampledsx 

JÀ 2016-Table witi NEER? 
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Document Browsed 












Pages 

9 > 2016-tableodsx 
Cress New Recent Ú“ 3 month salesodsx 
Document Files |07 3 month sales-borders & shadingxisx 

| 3 month sales-fontodsx ed 
al Address: » \Excel Stuff\2016-Table with chart sheetodsx v ] 
E-mail — 
Address 


The Insert Hyperlink dialog box appears. 


6 Click Existing File or Web Page. 


© Files in the current folder appear here. 

Q Click v and navigate to the folder containing the document to which you want to link. 
7) Click the file to select it. 

© Click ScreenTip. 


? x 


Link to: Text to display: Microsoft Excel file Screentip... 
= 


Lookin: | | Excel Stuff 


DARE hen hes nln cere bene a PE 


Set Hyperlink ScreenTip 


Bookmark... 


Target Frame... 


| Place in This ScreenTip text: 


Document Supporting data for marketing paper conclusions 


| Create New Recent - 
Document Paes p 3 month sales-borders & shading.xlsx 





3 month sales-font.xtsx 





Address: »\Excel Stuff\2016-Table with chart sheet.xlsx 











The Set Hyperlink ScreenTip dialog box appears. 
Q Type text that should appear when a user positions the mouse (X) over the hyperlink. 
® click ox. 


® Click OK in the Insert Hyperlink dialog box. 
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customers and for our organization, we use a diverse toolkit that focuses on 


Target Markets — those markets possessing needs we believe can be addressed by 


our marketing efforts 
Products! Services ~ a tangible or intangible solution to the target market's needs 


Promotion -a means for communicating information about our solutions to the 
target market 


Distribution ~the method we use to enable the target market to obtain our 
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O Word creates a hyperlink shown as blue, underlined text in your document. 
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®© Slide the mouse (i) over the hyperlink. 


© The ScreenTip text you provided in Step 9 appears, along with instructions to the 
reader on how to use the hyperlink. 


How do I use a hyperlink that appears in a Word document? 


Press and hold @§) as you click the hyperlink. The linked document or web page will 
appear. 


My hyperlink to a file does not work anymore. Why not? 


In all likelihood, the file no longer exists at the location you selected in Step 6. If you 
moved the file to a new folder, edit the hyperlink to update the file location. To edit the 
hyperlink, slide the mouse (i) over it and right-click. From the menu that appears, click 
Edit Hyperlink. Then follow Steps 5 to 7. 





Post to Your Blog 


If you keep an online blog, you can use Word to create a document to post on it. This 
enables you to take advantage of Word’s many proofing and formatting tools. You can 
then post the blog entry directly from Word. 


To post your blog entry, you must first set up Word to communicate with the Internet 
server that hosts your online blog; the first time you post a blog entry from Word, the 
program prompts you to register your blog account. Click Register Now, choose your 
blog provider in the dialog box that appears, and follow the on-screen prompts. 


Post to Your Blog 
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Note: You must be connected to the Internet to complete this section. 
© Click the File tab. 

(2 Click New. 

© Click Blog post. 


Blog post 


Provided by: Microsoft Corporation 


Use the features you know and love to publish your 


blog directly from Word, Add a title, pictures, 
Smartârt, charts, and more. All with the familiar 
tormattir g options and pel Ing checker you 


depend on. With Word, blogging is made easy 


Download size: 41 KB 





Word displays details about the Blog Post template. 


© Click Create. 
Word opens the blog post document. 


Note: The first time you use the blog feature, Word prompts you to register your blog 
account. Click Register Now, choose your blog provider in the dialog box that appears, 
and follow the on-screen prompts. 
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© You can use the buttons in the Blog group to manage blog entries. For example, you 
can click Manage Accounts to set up blog accounts. 


© You can use the tools in the other Ribbon groups to format text as you type. 


© You can use the buttons on the Insert tab to incorporate tables, pictures, clip art, 
shapes, graphics, screenshots, WordArt, symbols, and hyperlinks in a blog entry. 
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© Click here and type a title for your blog entry. 


Q Click here and type your entry. 


Note: You can save your blog entry on your hard drive the same way you save any 
document. 


Q Click Publish. 


Word connects to the Internet, prompts you for your blog username and password, and 
posts your entry. 


A message appears above the blog entry title, identifying when the entry was posted. 





Can I edit my blog accounts from within Word? 


Yes. Click the Manage Accounts button on the Blog Post tab when viewing a blog page 
in Word to open the Blog Accounts dialog box. Here, you can edit an existing account, 
add a new account, or delete an account that you no longer use. 


Can I post entries as drafts to review them before making them visible to 


the public? 


Yes. Click ~ on the bottom half of the Publish button, and click Publish as Draft. When 
you are ready to let the public review your entry, open it in Word and click Publish. 





Office and the Cloud 


Today, people are on the go but often want to take work with them to do while sitting in 
the doctor’s office waiting room, the airport, or a hotel room. Using Word 2016, you can 
work from anywhere using almost any device available because, among other reasons, it 
works with SharePoint and OneDrive, Microsoft’s cloud space. From OneDrive, you can 
log in to cloud space and, using the Word online app — essentially, a tool with which you 
are already familiar — get to work. 


You also can download the Word universal app for Windows Phone, Android, or iPad. 
You can share documents across platforms. 


Sign In to the Cloud 
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Switch account 





Signing in to Office Online or to your Office 365 subscription connects your Office 
programs to the world beyond your computer. Office Online offers free access to the 
online, limited-edition versions of the Word and other Office programs that you can use 
on any computer. Purchasing an Office 365 subscription gives you access to full 
versions of the Office desktop programs and the online versions of the products. 
Signing in gives you access to online pictures and clip art stored at Of fice.com and 
enables Word to synchronize files between your computer, OneDrive, and SharePoint. 





OneDrive and Office 2016 
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The OneDrive app, Microsoft’s cloud storage service, comes with Word 2016; 15GB 
are free, and you can rent additional space. Word 2016 saves all documents by default 


| to your OneDrive space so that your documents are always available to you. | 


Using Office Online Apps 
Collaborate with Office Online 





PowerPoint 
OneDrive Word Online Excel Online Online 





You can open and edit Word, Excel, OneNote, and PowerPoint documents from your 
OneDrive using Office online apps, which are scaled-down editions of Office programs 
that you can use to easily review documents and make minor changes. 


Take Your Personal Settings with You Everywhere 


Word 2016 keeps track of personal settings like your recently used files and favorite 
templates and makes them available from any computer. Word and PowerPoint also 
remember the paragraph and slide you were viewing when you close a document, and 
they display that location when you open the document on another machine, making it 
easy for you to get back to work when you move from one work location to another. 


Your Documents Are Always Up to Date 





@ > OneDrive 
Name Date modified Type 


@! Documents 5/11/2015 2:51 AM File folder 
@) Music 5/11/2015 2:51AM File folder 
@) Pictures 5/11/2015 2:51 4M File folder 
@) Public 5/11/2015 2:51AM File folder 


Jock 5/11/2015 2:51 AM LOCK File 





Word 2016 saves your documents by default in the OneDrive folder you find in File 
Explorer. As you work, Word synchronizes files with changes to your OneDrive in the 
background. And the technology does not bog down your work environment because 
Word uploads only changes, not entire documents, saving bandwidth and battery life as 
you work from wireless devices. 





Share Your Documents from Anywhere 





Share 


Invite people 


Get a link 
Shared with 


cÐ Anyone with this edit link 


E) Everyone 
Can only view 


You can share your documents both from within Word and from your OneDrive. And 
from either location, you can email the document to recipients you choose, post a 
document to a social media site, or create a link to the document that you can provide to 
users so that they can view the document in a browser. You also can use Microsoft’s 
free online presentation service to present Word and PowerPoint documents online. 








Take Advantage of the Office Store 


The Office Store contains add-in applications that work with Microsoft Word 2016. For 
example, the dictionary you use to look up words in Word does not automatically install 
when you install the program. But when you need an add-on for Word, you can 
download it from the Office Store. 





Office 2016 On Demand 


Office 2016 comes in “traditional” editions, where you buy the program; you can install 
any traditional edition on one machine. Office 2016 also comes in “subscription” 
editions; essentially, you pay an annual rental fee to use the software on five PCs or 
Macs. 


Subscription editions include the Office On Demand feature; subscribers can run 
temporary instances of Word on computers where they normally would not be able to 
install software. To keep the process fast, only parts of the application actually 
download as needed, and it runs locally. When you close Word, it uninstalls itself. 


Subscribers must be online and logged in to validate their right to use Office On 


Sign In to Office 365 


You can use Office Online or your Office 365 subscription to work from anywhere. While 
signed in from any device, you can use one of the free Office online apps, including the 
one for Word. Word remembers some of your personal settings such as your Recent 
Documents list so that you always have access to them. Desktop product users typically 
sign in using an Office 365 subscription, as described in this section and, for the most part, 
throughout the book. 


When you work offline, Word creates, saves, and opens your files from the local 
OneDrive folder. Whenever you reconnect, Word uploads your changes to the cloud 
automatically. 


Sign In to Office 365 
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Sign in 


Type the email address of phone number of the account 
you would tke to use with Word. 
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Ø Open Word. 
The Word Start screen appears. 
2) Click the Sign in link. 


Note: If you are viewing a document, you can click the Sign in link in the upper right 
corner of the screen. 


The Sign In window appears. 


© Type the Microsoft account email address associated with your Office 365 
subscription. 


4) Click Next. 


Sign In 


User ID: 


@ 


Password: 5 


Keep me signed in 


Sign in A 
Can't access your account? <<) 


© 2012 Microsoft Corporation 
Privacy | Legal 





5] Type your password. 


Qir you have trouble signing in, you can click this link to reset your password. 


Q Click Sign in. 





© Your name in this area indicates that you have signed in to Office 365. 


Note: Office Online offers free access to the online, limited-edition versions of the Office 
programs that you can use on any computer. Office 365 is a subscription you purchase to 
use full versions of the Office programs; Office 365 includes both the desktop and the 
online versions of the products. 





How do I sign out of Office 365? 
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In any Office program, follow these steps: 
© Click the File tab. 
J Click Account. 

Note: In Outlook, click Office Account. 


J Click Sign out. 


a The Remove Account dialog box appears, warning you that continuing removes all 
customizations and synchronization might stop. 


Note: In most cases, it is perfectly safe to click Yes. If you are unsure, check with your 
system administrator. 


Click Yes. 


Open a Cloud Document 


You can open and edit a document stored in the cloud. The process is quite similar to 
opening any document as described in Chapter 2. To open a document stored in the cloud, 
you use your local OneDrive folder. 


Documents stored in the local OneDrive folder are automatically synchronized with your 
cloud storage so that all versions are up to date. Further, the synchronization technology 
ensures that synchronization occurs quickly because only changes are synchronized, 
which is particularly useful if your Internet connection bandwidth is not particularly good 
or if you are working on a wireless device with low battery life. 


Open a Cloud Document 








© Make sure you are signed in to your Office 365 subscription by looking for your name 
here. 


Note: See the section “Sign In to Office 365” if your name does not appear. 
© Click the File tab. 
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Backstage view appears. 


© Click Open. 


Note: If you are viewing the Word Start screen, click Open Other Documents. 


O Click your OneDrive space. 


O What you see here when you select your OneDrive space depends on how you have 
organized the OneDrive space. 
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B Navigate to the location where you stored the file you want to open. 


O mn this example, the file is stored in the Documents\Word Documents folder. 


Q Click the file you want to open. 





On the Federal Constitution 


Delivered by John Marshall. Chief Justice of the Supreme Court fom 1801-35. on June 
10, 1788. in the Virginia Convention called fo ratify the Constitution of the United States. 


MR. CHAIRMAN. | conceive thal the object of the discussion now before us i whelher 
democracy or despolam be mos! eligible. | am sure thal those who frarned the system 
svbmilled fo our westigalion, and those who now supper it, intend Ihe establiznment and 
security of the former. The supporter of the Corstitution claim the title of being firm friends 
of the liberty and the tights of mankind. They say that they consider if as the best mears of 
protecting liberty. We, sk, idolize democracy. Those who oppose if have bestowed 
evioghens on monarchy. We prefer thi system to any monarchy because we are 
convinced that it has a greater tendency to secure our liberty and promote our happiness. 
We admire it because we think it a wel-regquiated democracy: its recommended to lhe 
good people of ihi country: they are, through us. to declare whether ll be such a pian of 
government as wil establish and secure their freedom. 


Permit me to attend to what the honorable gentleman, Mr. Henry, nos sotd, He hat 
expaticted on the necessity of o due allention to certain maxims, to certain fundamentat 
Principles from which o free people ought never to deport. I concur wilh him in the 
propriety of the observance of such maim. They are necessary in every government, but 





What happens if I am not signed in to Office 365? 


Instead of signing in to Office 365, you can edit the local version of the cloud document 
by browsing to the OneDrive folder found in File Manager and opening the document, 
as described in Chapter 2. As you work, notifications let you know that you are working 
offline. If you save the local version of the cloud document to your OneDrive folder, 
Word alerts you that changes to your file are pending upload to the cloud. 





Save a Document to the Cloud 


By default, Word 2016 saves all your documents to the local OneDrive folder. Installing 
Word 2016 automatically gives you 15GB of cloud storage space for free, and you can 
rent additional space. 


The first time you save a document to your OneDrive, Word sets up automatic 
synchronization for you. So each time you subsequently save changes to the document, 
synchronization between the local file and the file stored in your cloud storage space at 
OneDrive happens automatically. If you do not want your files automatically saved to 
your OneDrive, you can change that option. 


Save a Document to the Cloud 
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On the Federal Constitution 


Delivered by John Mashal, Chief Justice of the Supreme Court tom 1801-35, on June 
10, 1788, in the Virginia Convention caled to ratty the Constitution of the United States. 


ME. CHAIRMAN. | conceive that the object of the dhcunsion now before us b whether 
democracy of deipothim be moat eligible. | am sure that ihote who framed the system 
submited to ov Iewertigation, and those who now support it, intend ve establehenent ond 
security of the former, The supporten of fhe Constitution claim the title of being firm french 
of the liberty and thre fights of mankind. They say thal they consider it as the best meare of 
protecting tberty. We, sk, idolize democracy. Those who oppore it have bestowed 
eulogiums on monarchy, We prefer te nystem to ony monarchy becouse we ore 
convinced that it har o greater tendency to secure our Derly ond promote our happiness, 
We odmire it because we think it owebreguioted democracy: it b recommended to the 
good people of ths country: they are. through us, to declare whether lit be such a plan of 
goverment os wil eslabieh and secure thek freedom. 


Permit me to attend to what Ihe honorable gentleman, Mr. Henry, has sald. He has 
@-poticied on ihe necesily of a due altention fo certain madina, to certain tundamental 
Paincipte from which o free people ough Never lo depart, | concur with him in ihe 
propriety of the obsemwance of such manins, They are necemary in every government, but 





© With the document that you want to save to your OneDrive open, click the File tab. 
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Backstage view appears. 
O Click Save As. 
© Click your OneDrive. 


© If the folder where you want to save the document appears in these lists, click that 
folder; otherwise, click Browse. 


E save A: 
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File name: 2016-On the Federal Constitution by John Marshall-color.docx {È 
Save as type: Word Document (".docx) 


Authors: Elaine Marmel Tags Add atag 


[_] Save Thumbnail 
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The Save As dialog box appears. 
5) Click your OneDrive in the folder list. 
Q Open the OneDrive folder where you want to place the document. 


Q Provide a filename. 


Note: If you opened the document from your OneDrive space, you will be prompted to 
replace it; click Yes. 


© Click Save. 





On the Federal Constitution 


Delivered by John Marshall. Chief Justice of the Supreme Court fom 1801-35, on June 
10, 1788, in the Virginia Convention called to ratify the Constitution of the United States. | 


MR. CHAIRMAN, | conceive that the object of Ihe dircussion now before us i whether 
democracy or despotkm be most eligible. | am sure that those who framed the system 
svbmilted fo our inwestigation, and those who now support it, intend the establishment and 
securty of the forner, The supporter of the Constitution cioim tine title of being fim triencts 
of the Sberty and the tights of mankind. They say thot they consider it œ the bes! meara of 
protecting liberty. We, sk, idolize democracy. Those who oppose it have bestowed 
eviogiviTs on monarchy. We prefer ths estem to any monarchy becouse we ore 
convinced ihol it has a greater tendency to secure our liberty ond promote our happiness, 
We admire It because we think ii a wel-reguinted democracy: its recommended to the 
good people of this country: they are, through us, to declare whether i! be such a plan of 
government! os wil ettoblah and secure their freedom. 


Permit me to attend to what the honorable gentlernagaédr. Henry, has said. He has 
expaticted on the necesity of o dve attention toc dims, to certain fundamental 
principles from which a free people ought never to concurwith him in the 
propdely of the observance of such manda, They ore emary in every government, but 








© Your document uploads to your OneDrive. 


What should I do if I do not want Word automatically synchronizing 


with my OneDrive? 


Perform the steps that follow: Click the File tab, and then click Options to display the 
Word Options dialog box. Click Save in the left pane. Select Save to Computer by 
default (O changes to 4), and then click OK. 





























Share a Document from Word 


You can easily share documents using Office 365. You can share an Office document by 
posting it using a social network or to a blog or sending a document as an email 
attachment. You also can take advantage of a free online presentation service Microsoft 
offers and share your document by presenting it online. Or, as shown in this section, you 
can send a link to your OneDrive — as part of Office 2016, you receive free cloud space 
at OneDrive — where the recipient can view and even work on a shared document. When 
you finish, you can stop sharing the document. 


Share a Document from Word 
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DANGERS OF A SALARIED 
BUREAUCRACY 


Delivered by Benjamin Franklin in Philadelphioa in the Constitutional Convention of 1787 


(Tis wthreluctance that! rise to express a dsapprobationof any one artkle of the plan for which we 





arè 10 much obliged to the honorsdie gevtiemen wholedit deforeus. From Ri first reading | have 
borne s pood wil to it, and. in general wihed A success, Inthes pacteaser of salaries to the executive 
branch, | happento differ, and, as my oprionmay appear new and chimerical, R is only trom a 
Persuasionthat it i night, and from a sense of duty, that! hazard it. The committee wil judge of my 
reasons when they have heard them, andtherjudgment may possibly change mine. | think | see 
Moonveniences nthe appointment of salaries; | see none in refusngthem, dut, on the contrary, gest 


edvartages 


Sr, there are two pasong which have s powerful influence inthe afars of men, There sre ambition 
and evernce—the love of power andthe love of money, Separately, each of these has grea force in 
Prompting mento action, but, when united in view of the same object, they hare, a many minds, the 
mont violent effects, Place before the ever of such mers port of honor, that shel, at the tametime, be 
a pisce of profit, and they wl mowehesrenand earth to obten R. The wast number of such places it is 
that renders the Brtich government co tempettuout. The struggiet for them are the true source of afl 
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Share a Document 


Note: You must be signed in to Office 365 and the document you want to share must be 
stored in the cloud. See the tip at the end of this section for details. 


© With the document you want to share on-screen, click Share. 
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The Share pane appears. 


2) In the Invite People box, type email addresses of people with whom you want to 
share. 


Note: If you enter multiple addresses, Word separates them with a semicolon (;). 
6 Click ~ and specify whether these people can edit or simply view the document. 


O You can type a personal message to include with the invitation. 


oO Click Share. 
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Office sends email messages to the people you listed. 


Q Recipients with whom you shared the document appear here. 
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Stop Sharing 
© Open the document you want to stop sharing, and click the Share button. 


2) In the Share pane, right-click the recipient with whom you no longer want to share. 


© Click Remove User. 


The program updates document permissions and removes the user from the screen. 


© You can click x to close the Share pane. 


Why do I see a screen indicating I must save my document before 
sharing it? 


If you have not previously saved your document to your OneDrive, Word will prompt 
you to do so before starting the Share process. By default, Word saves all your 
documents to your OneDrive, but if you changed that option, click the Save to Cloud 
button that appears. The program displays the Save As pane of Backstage view; click 
your OneDrive and then click a folder in the Recent Folders list, or click Browse to 
navigate to the OneDrive folder where you want to place the document. 





Download Apps from the Office Store 


You can use the Office Store to download add-on applications, or apps, for Word. For 
example, you can add the Merriam-Webster Dictionary to look up words in Microsoft 
Word 2016; this dictionary does not automatically install when you install Word. 


In addition to add-on apps you have used in the past, the Office Store also contains add-on 
apps created by developers outside Microsoft — apps that work with Word. The developer 
can choose to charge for an app or make it available for free. 


Download Apps from the Office Store 
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© Click the Insert tab. 


© click My Add-ins. 
© The Office Add-ins dialog box appears, displaying the My Add-ins tab. 


(3) Click the Store tab to search for new apps. 


Office Add-ins 
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© Click in the search box and type criteria to search for apps. 


O You also can narrow your search by clicking a category. 


© Click the app you want to add. 
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MY ADD-INS STORE 
e) This add-in works with your data 
When this add-in is used, it 


Dictionary - Merriam-Webster Can read and make changes to your 
document 
Can send data over the Internet 


from Mernam-Webster Inc. 
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Privacy Policy | Terms of Use 
Have America’s best dictionary with you while you 
use Word! 


By clicking Trust It, you indicate that you trust this add-in and agree to CE Cancel 
Privacy Policy and Terms of Use. 





The details for the app appear. 


Note: This section adds the Merriam-Webster Dictionary to Word as an example. 


Q Click Trust It. 
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The app loads. 


O For the Merriam-Webster Dictionary app, a pane opens on the right side of the Word 
screen, enabling you to type a word to look up. 


Do I need to keep the Merriam-Webster Dictionary pane open all the 
time to use the dictionary? 


No. Click x in the pane to close it. 


Do I need the Merriam-Webster Dictionary to check spelling in Word? 


No. Word comes with its own spell-checking dictionary. The Merriam-Webster 
Dictionary is simply an add-on to provide additional information for you. 





Using the Word Online App in OneDrive 


From OneDrive, you can use the Word online app to open and edit Word documents with 
the same basic editing tools you use in Microsoft Word. 


Do not let the limitation of “basic editing tools” stop you; although you cannot perform 
advanced functions like creating or using macros, you still can perform key functions. For 
example, in the Word online app, you can apply character and paragraph formatting, such 
as bold or italics, align text, change margins, insert a table or a picture stored on the local 
drive, and add clip art available from Microsoft’s clipart collection. 


Using the Word Online App in OneDrive 
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Open the Document 


© Sign in to OneDrive at https ://OneDrive.live.com. 
© Open the folder containing the document you want to open. 


3) Click the document. 
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& Microsoft Corporation [US]  hetps live.com, 


Word Online Elaine Marmel Sign out 


OneDrive > Documents 7 Est Documet= G Prim & Share 


DANGERS OF A SALARIED 
BUREAUCRACY 


Delivered by Benjamin Franklin in Philadelphia in the Constitutional Convention of 1787 


FT ts with reluctance that I rise to express a disapprobation of any one article of the plan for which we 
are so much obliged to the honorable gentlemen who laid it before us. From its first reading | have 
borne a good will to it, and, in general, wished it success. In this particular of salaries tothe executive 
branch, | happen to differ; and, as my opinion may appear new and chimerical, it isonly froma 
persuasion that it isright, and from a sense of duty, that! hazard it. The committee willjudge of my 
reasons when they have heard them, and their judgment may possibly change mine. i thank isee 
inconveniences in the appointment of salaries: isee none in refusing them, but, on the contrary, great 
advantages. 


Sir, there are two passions which have a powerful influence in the affairs of men, These are ambition 
and avarice the love ot power and the love of money. Separately, each of these has great force in 
Prompting men to action; but, when united in view of the same object, they have, in many minds, the 
most violent effects, Place before the eyes of such men a post of honor, that shall, at the same time, be 
a place of profit, and they will move heaven and earth to obtain it. The vast number of such places it is 
that renders the Gritish government so tempestuous. The struggles for them are the true source of all 
those factions which are perpetually dividing the nation, distracting its councils, hurrying it sometimes 
into fruitless and mischievous wars, and often compelling a submission to dishonorable terms of peace. 
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DANGERS OF A SALARIED 
BUREAUCRACY 


Delivered by Benjamin Franklin in Philadelphia in the Constitutional Convention of 1787 


IT ts with reluctance that | rise to express a disapprodation of any one artiche of the plan for which we 
are so much obliged to the honorable gentlemen who laid it before us. From its first reading | have 
borne a good will to it, and, in general, wished it success, in this particular of salaries to the executive 
branch, | happen to differ; and, as my opinion may appear new and chimerical, it is only froma 
persuasion that it is right, and from a sense of duty, that! hazard it, The committee will judge of my 
reasons when they have heard them, and their judgment may possibly change mine. i think isee 
inconveniences in the appointment of salaries | see none in refusing them, but, on the contrary, great 
advantages 


Sir, there are two passions which have a powerful influence in the affairs of men. These are ambition 
and avarice—the love of power and the love of money. Separately, each of these has great force in 
prompting men to action; but, when united in view of the same object, they have, in many mands, the 
most violent effects. Place before the eyes of such mena post of honor, that shali, at the same time, be 
a place of profit, and they will move heaven and earth to obtain it. The vast number of such places it is 
that renders the British government so tempestuous. The struggles for them are the true source of all 
those factions which are perpetually dividing the nation, distracting its councils, hurrying it sometimes 
into fruitiess and mischievous wars, and often compelling a submission to dishonorable terms of peace. 





Edit Online 
© Perform Steps 1 to 3 in the previous subsection, “Open the Document.” 
2) Click Edit Document. 


© click Edit in Word Online. 
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DANGERS OF A SALARIED 
BUREAUCRACY 


Delivered by Benjamin Franklin in Philadelphia in the Constitutional Convention of 1787 


IT is with reluctance that I rise to express a disapprobation of any one article of the plan for which we 
are so much obliged to the honorable gentlemen who laid it before us. From its first reading | have 
borne a good will to i, and, in general, wished it success, in this particular of salaries to the executive 
branch, | happen to differ; and, as my opinion may appear new and chimerical, it is only from a 
persuasion that it is right, and from a sense of duty, that | hazard R. The committee will judge of my 
reasons when they have heard them, and their judgment may possibly change mine, | think | see 
inconveniences in the appointment of salaries; | see none in refusing them, but, on the contrary, great 
advantages. 


Sir, there are two passions which have a powerful influence in the affairs of men. These are ambition 
and avarice -=~the love of power and the love of money, Separately, each of these has great force in 
Prompting men to action; but, when united in view of the same object, they have, in many minds, the 
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The document appears in the Word online app. 


Q The Ribbon contains fewer tabs. 


How do I save my work in the Word online app? 


As you work, the Word Online app automatically saves your document. But, you have 
options: Click the File tab and then click Save As. Word gives you the option to save the 
document to OneDrive, rename it, and download a copy to your computer as a Word 
document, a PDF, or an ODT document. 


How do I close a document I opened in the cloud? 


Each online app opens in its own browser tab. Close the browser tab. 





WILEY END USER LICENSE 
AGREEMENT 


Go to www.wiley.com/go/eula to access Wiley’s ebook EULA. 


